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Glossary 


Efficient Operations Task Force 


Executive Summary 


Background 


The Commission on Managment and Productivity was convened by Governor Carnahan in 
February 1994 to conduct a major review of state government, evaluate its strengths and 
weaknesses, and prescribe reform. This has been a collaborative effort between the executive 
branch, legislative branch, and the private sector to analyze issues and develop solutions for 
improving management and enhancing customer service in Missouri state government. Six task 
forces developed recommendations and implementation strategies on the following issue areas: 
fiscal policy, workforce, efficient operations, management improvement and customer services, 
automation, and strategic planning. 


The Efficient Operations Task Force was charged with the mission to "develop operational 
policies and procedures that improve economy, efficiency, effectiveness, and equity." During the 
course of their work, the task force collected and analyzed data, conducted interviews with focus 
groups, contacted other states, and surveyed state employees. This report details the results of 
their analysis and evaluation and their recommendations related to efficient operations. 


Recommendations 


The task force formed three separate family groups to analyze the following issues: 
consolidation/privatization issues; the merit system process; and the procurement process. 


Consolidation/Privatization Issues. The following five recommendations reflect the work of the 
consolidation/privatization family group's analysis and recommendations. 


1 Create an ongoing process by which to identify, select and act upon consolidation, 
privatization, effectiveness and efficiency improvement opportunities. 


The task force found that the State does not utilize any ongoing processes, incentives or 
mandates to identify these types of opportunities and realize continual cost savings. In 
addition, a cultural bias exists that focuses on how support functions are unique to 
departments rather than a recognition of the similarities across departments or divisions. 
In order to address these issues, the task force recommends the creation of a Council on 
Efficient Operations and an Implementation Team to identify, select, implement and 
evaluate opportunities for such projects. Neither the Council nor the Implementation 
Team would require incremental funding as they are shared resources donated by 
departments. Potential significant savings would be anticipated through the activities of 
the Council and the Implementation Team. 


2 Consolidate departmental printing from its current decentralized, independently 
managed state to a centrally managed approach with responsive point of need 
satellite locations as necessary. 


Missouri's State Printing is one of the most productive print environments in the State. 
However, not all departments or commissions use the State's facility. This results in a 
partially centralized system that is well-equipped but under utilized. The task force 
anticipates that savings over $1,112,751 could be realized if the printing consolidation 
project is implemented. This would be achieved by consolidating departmental volume 
to central management and expanding the State printing operation to two shifts daily. 


3 Consolidate selected agency warehouse/storage areas located in Jefferson City into a 
single warehouse facility operated by the Missouri Correctional Enterprises. 


In 1994, legislation was passed which authorized Missouri Correctional Enterprises to 
construct and operate a central warehouse in Jefferson City. The task force examined 
existing warehousing sites in terms of labor and space costs to identify those sites which 
could be consolidated into the new Missouri Correctional Enterprises facility. They 
found that fifteen state agencies currently operate thirty-three independent 
warehouse/storage areas for a combined area of 412,955 square feet. These. 
independently operated warehouses result in the duplication of equipment, stored 
material, and supervision. Based on projected warehouse charges, a potential cost 
savings of $1,132,158 could be realized by the state if twenty-four of these 
warehouse/storage areas are consolidated. 


4 Merge Capitol Police with Missouri Highway Patrol. Analyze potential privatization 
opportunities for those Capitol Police performing security functions. 


Created in 1983, the Capitol Police have fully certified law enforcement officers, 
communication facilities, training and supervisory staff. Frequently, however, the 
Capitol Police and Highway Patrol share similar duties. By combining forces, more 
training resources, fuller certification and improved career paths may be available to 
Capitol Police staff. Reductions in communication and supervisory labor costs would be 
achieved by moving the Capitol Police communication staff and equipment to the 
control of the Highway Patrol Troop F Communications Division. Additional savings 
can be projected via the privatization of those full-time equivalents that are involved in 
security patrol duties. The task force anticipates that a yearly savings of $144,000 could 
be achieved by these consolidation and privatization recommendations. 


5 Consolidate Jefferson City mailing/postal services for state government into a single 
service, utilizing more than one eight-hour shift. 


All state departments handle their own incoming and outgoing mail with discretionary 


power to use the state's bulk mailing contact. Presorting, bar coding mail, reorganizing 
address data bases, soliciting bids from private sectors and increasing the number of 
shifts would achieve lower postal rates, as well as reduce duplication of services, 
compensation and use of floor space. Consolidation would result in a total savings for 
the state of over $1,340,000 as well as improved postage services. 


Merit System Process. This family group examined the current personnel system, interviewed 
line and staff from various agencies, surveyed personnel functions in all agencies and studied 
existing state personnel programs in other states. The following recommendations outline the 
task force's proposals to create a decentralized human resources delivery system that 
empowers state agencies to effectively and efficiently manage their workforce and personnel 
functions. 
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Transform the Personnel Advisory Board into an organization that would 


decentralize the state personnel system to enable state agencies to meet their 
personnel needs more effectively while simultaneously adhering to merit principles. 


The board is in an advantageous position to reform the state personnel system but 
currently operates within a statutory framework that does not encourage 
decentralization. By giving the board a statutory mandate to implement a strategic plan 
for reforming the system, it can use its experience and expertise to reinvent a personnel 
system that meets the State's changing needs. The task force recommends renaming the 
board and the existing Division of Personnel to the Board of Human Resources and the 
Division of Human Resources. These changes are intended to reflect the board's and the 
divsion's new roles under the proposed decentralized system. 


Provide necessary equipment, software and training to implement a comprehensive 
applicant and personnel data base accessible to all agencies. 


The State lacks a central data base to maintain applicant and personnel related 
information. On-line access to job openings, applicant and employee information is 
limited or nonexistent. Application processing and candidate evaluation are completed 
manually. It is estimated that the Division of Personnel handles over 400,000 pieces of 
paper each year. Approval of a $464,000 budget request would allow the data 
processing and office automation capabilities to be upgraded. By eliminating duplication 
of tasks, a better quality product as well as substantial savings are expected to occur. 


~ 


Create a job information clearinghouse maintained by the Division of Human 
Resources that provides on-line access to all state agencies. 


No central data base containing applicant related information exists to assist employers 


in selection and human resources planning. Applicants are furnished with data about job 
selection, available openings, and guidance as to the application process only on a 
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of services could be provided to the state agencies relative to candidate information, 
profiles, skill banks, recruitment announcements and consultative services. Applicants 
could be furnished general job information, guidance on the application process, 
placement in central skills banks and immediate access to job information via telephone 


access. 


Delegate to the agencies appropriate authority to recruit, evaluate and hire for most 
positions, so that hiring may be done for specific jobs, not general job classifications. 


Presently, position vacancies are listed and exams given for job classes as a whole, 
whereas hiring managers and supervisors select for specific positions The need to select 
for a particular position is not best served by a process that qualifies candidates for a 
general class. The practicality and desirability of position-specific hiring increases for 
positions with specific location or extensive skill and/or experience requirements. For 
those jobs a relatively small pool of potential applicants exists. The implementation of 
this recommendation would make for more efficient recuitment, improved recruitment of 
qualified employees from protected classes, and increased productivity through 
compatibility of employees' skills and positions. 


Implement classification system that organizes positions within broad classifications 
to promote a more flexible and effective system in order to meet workforce needs. 


The present system contains a variety of broad and narrow, specific and general 
classifications. The process of "reclassification" is a means by which a position is 
reevaluated and has become a surrogate for the promotion/raise process. By merging 
the existing classifications into broader, more generic classifications, management 
flexibility is increased, the need for job evaluation is minimized, and the number of 
vertical levels and job titles will be reduced. Thus, employees would be allowed to 
assume tasks that are more compatible with their skills. 


Develop a broad range of recruiting tools and approaches to allow more focused, 
faster hiring and to improve access to various candidate pools. 


The current process of seeking qualified workers often consists of simply announcing 
and posting openings and then collecting applications. Recruiting activities appear to be 
conducted by different agencies with no coordination and many potential job applicants 
never become knowledgeable of state employment opportunities. With direction from 
the Board of Human Resources, each agency would be able to determine the appropriate 
recruiting strategies to use to attract candidates for their specific positions. 
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12 Delegate authority for personnel functions to the agencies while allowing the 
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Division of Human Resources to provide continuous performance review. 


If authority for the processing of personnel actions is delegated to state agencies, as 
recommended by this task force, a performance review process would need to be in 
place within the new Division of Human Resources. Under the revised hiring system, 
the Division of Human Resources would have a greater role in reviewing agencies' 
performance and implementation of the recommended procedures. This would change 
the role of the Division Human Resources from an operational participant in the process 
to a broader role as a support and management resource. 


Replace the present employee performance appraisal process with a performance 
management model centered on quality management, customer needs and designed 
to ensure the agencies’ ability to fulfill their goals and objectives. 


The task force interviewed approximately 200 state employees for input into the 
performance appraisal process. They found that employees were frequently unclear of 
the purpose of the appraisals and did not see the appraisal system as accurately assessing 
their job functions. Further, they viewed it as an annual "chore" that must be 
accomplished. A performance appraisal system centered on quality improvement, 
customer needs and organizational goals should be created by the Board of Human 
Resources. The Division of Human Resources should provide consultative services to 
all state agencies to ensure implementation. 


Develop and make available a range of assessment techniques to qualify and 
evaluate candidates. 


A large scale administrative infrastructure based on testing is an expensive approach that 
does not necessarily produce the best candidate for the job. Though this task force did 
not examine the fiscal impact of this recommendation, it is expected that using a variety 
of assessment techniques (i.e., interviews, skills inventories, resume reviews and 
business simulations and work related exercises) in the various agencies would eliminate 
time consuming duplication of services that could result in cost savings to the State. It 
is further expected that positions could be filled more promptly with employees that 
have skills better suited to the agencies’ needs. 


Establish a statewide Comprehensive Policy on Career Development and Training 
for the state workforce with emphasis on quality management, performance 
outcomes, meeting customer needs and accomplishing the performance objectives of 
the agency. 


Missouri's investment in career development and training has not been a top priority and 
has suffered during times of fiscal constraints. Training access, commitment and 


availability varies significantly among the agencies. The task force recommends that the 
Board of Human Resources develop a statewide Policy Statement on Career 
Development and Training be developed. Developing a comprehensive career 
development and training program is expected to improve employee productivity, 
increase the retention rate of quality employees, and will give employees an opportunity 
to become acquainted with the "best practices" available in their area. 


Procurement Process. The task force studied the present procurement methods and 
developed the following recommendations intended to promote a more efficient and effective 
statewide procurement process. 
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Revise and consolidate procurement statutes into a uniform code that will support 
effective and efficient purchasing processes. Major revisions include the following: 
increase the "no bid" limit, increase the formal bid limit, authorize the use of 
negotiations, authorize the use of sole source, provide use of multi-year contracting, 
and authorize the use of electronic information exchange. 


Up-to-date procurement legislation will provide a mechanism by which the State can 
serve the needs of its citizens in a more effective manner. It will allow flexibility and 
empowerment that would result in a streamlined bid process, reduce the cost of the bid 
process and allow the State to function efficiently in today's marketplace. Many states 
have adopted legislation which is patterned after the Model Procurement Code, 
developed by the American Bar Association. The specific legislative recommendations 
made by the task force are supported by information received from other states, the 
National Association of State Purchasing Officers, the National Institute of Government 
Purchasing, and the Council of State Governments. 


Reengineer the state's procurement process to fully automate the procurement 
function, including electronic invoicing, which could save the state a minimum of 
$24 to $26 million dollars. 


During the 1993 fiscal year, the state purchased an estimated $3.5 billion of products 
and services from a minimum of 3,000 vendors. Inconsistency in multiple data sources 
and inadequate item level detail prevents accurate accounting of total expenditures, 
products and services. Currently the State awards contracts for one year or less (almost 
exclusively based on low bid), depends heavily on written communication and does not 
have an adequate way of assessing procurement procedures. The task force 
recommends an integrated statewide procurement data system which will lower costs 
per invoice, decrease stock outages and alleviate the need to maintain large inventories. 


Develop a strong partnership between the Office of Administration's Division of 


Purchasing and Materials Management and the departmental procurement 
functions so that periodic reviews of the procurement processes will be performed 
with the goals of eliminating inefficiencies, improving communications, and 
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improving procurement effectiveness. 


The task force identified a list of process changes which will eliminate duplication of efforts, 
unnecessary paperwork, and inconsistencies in application of internal policy and procedures 
of the Office of Administration's Division of Purchasing and Materials Management. 
Implementation and review of many of these internal process revisions have been started by 
the division. The most critical problem remaining is establishing a strong interface between 
the user agencies and the division. The task force recommends a procurement partnership 
program to establish a new level of communication between the using agencies and the 


division. 
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EFFICIENT OPERATIONS TASK FORCE 


Consolidation/Privatization Process Recommendation 


Recommendation 


Create an ongoing process by which to identify, select and act upon consolidation, 
privatization, effectiveness and efficiency improvement opportunities. 


Background 


The Efficient Operations Task Force surveyed state personnel and conducted in-depth 
interviews to identify potential areas or projects suitable for consolidation or privatiza- 
tion. Several projects were identified (print services, warehousing, postal services, 
and capitol police) and recommendations specific to those areas are provided later in 
this document. While examining these potential projects, the task force determined 
that the State does not utilize any ongoing processes, incentives or mandates to iden- 
tify, evaluate and implement consolidation, privatization or efficiency solutions. Each 
agency operates independently within its own silo which leads to considerable duplica- 
tion of support functions. Although the Office of Administration is intended to bea 
centralized provider of similar support services it has not captured the numerous areas 
of duplication. Among the reasons are a perceived or real lack of competitive cost, 
trust and commitment to customer satisfaction, Additionally, the agencies have a 
mindset to keep control of duplicate supporting services within their agency. 


The environment within which state government operates is constantly changing. 
However, the State does not have a means to analyze and evaluate the way it does 
business within the context of this changing environment. Practices that were adopted 
years ago may no longer be effective nor efficient (i.e., services that are duplicated 
within or among departments, functions that have ceased to add value, etc.) Asa 
result, there is a lost opportunity for the State to identify efficiencies and realize 
substantial cost savings on a continual basis across departmental lines of authority. 


One barrier to the recognition of such opportunities is the Type Transfer mechanism, 
which was initially created by the Reorganization Act of 1974. Prior to 1974, over 
90 independent departments, boards, commissions and agencies reported directly to 
the Governor. This was obviously an inefficient system and was replaced with a 
structure in which the 90 state agencies were consolidated into 14 executive depart- 
ments (allowances were made for a total of 16 in later years). Many of these 90 
agencies had long histories of independence and preferred reporting directly to the 
Governor. The transition from agency to department was handled on an individual 
basis, as there were some instances where a clear separation of power(s) was needed. 


This Type Transfer mechanism provides for three levels: 


Type 1 Division has little capability of independent action. Looks to the De- 
partment Director for leadership and guidance, as well as budgetary 
control. 

Type 2 Division has considerable capability of independent action. Department 


Director cannot provide any policy or operational direction, but has 
budgetary control and some personnel influence. 


Type 3 Division has virtual autonomy for independent action. Department 
Director has no authority except budgetary control (in 1974, this was 
appealing to the Legislature who preferred not to deal with a large 
number of budgets). 


As a result, attempts by department directors to streamline organizations or to reduce 
duplication or waste is met with much resistance by those divisions who are quite 
content with the current arrangement. This issue impacts the recommendations put 
forth by the Efficient Operation Task Force. Type Transfer could also affect other 
task force recommendations that may require coordination and cooperation across 
division or departmental lines. 


In addition to this scheme, the Reorganization Act gave statutory authority to the 
Governor to appoint many if not all of the division directors in several departments. 
This results in the undesirable effect of promoting the perception that some division 
directors report directly to the Governor and need not heed the direction or leadership 
of the department director. In effect, department directors are assigned all of the 
responsibility for their organization, but have been denied the authority to lead and 
direct. 

Another barrier to recognition of consolidation and privatization opportunities is the 
belief that support functions are unique to each department. In many instances, the 
task force found that departments or divisions within departments contend that func- 
tions can only be maintained in-house due to funding sources, or are reluctant to share 
resources. While the task force agrees that support functions such as warehousing, 
mail services, printing and fleet maintenance are critical to many departments they are 
by no means unique. This is another reason why consolidation or privatization oppor- 
tunities are not pursued as there is a focus and adherence to "how we are unique" 
instead of a focus on “how we are similar." A cultural shift will need to occur to 
identify and pursue these similarities in order to promote efficiencies throughout state 


government. 


Rationale 


Based on extensive research, The Efficient Operations Task Force discovered that 
many local and state government entities have been successful in instituting a process 
to identify consolidation, privatization and other efficiency opportunities. The model 
adopted by the state of Texas is an example of the most productivity in both 
efficiency and cost savings. During its first year of operation, the Texas Council on 
Competitive Government identified and implemented projects which resulted in $12.7 
million in savings. 


The city government of Indianapolis, Indiana established a group (Service, Efficiency 
and Lower Taxes for Indianapolis Commission) similar to the Texas model. In 1992, 
their efforts resulted in a significant annual savings. In Michigan, the Public-Private 
Partnership Commission is in the process of reviewing more than 200 possible 
opportunities, calling for a comprehensive analysis of every activity and program. In 
Maryland the Governor’s Advisory Council on Privatization was created to identify 
use of public/private partnerships and the accompanying costs and savings. In each of 
these examples, the governmental entity established a process to inject competition, 
fairness and efficiency into the provision of services. These significant initiatives 
could not have been accomplished without a driving force (such as a Commission, 
Council or oversight body) behind the process. 


In its report, An Action Agenda to Redesign State Government, The National 
Governor’s Association identified the following critical success factors as essential 
components of successfully managing efforts in the states: 


e Organizational Focal Point. Some person or organization should be designated 
to manage this often complex process, as government agencies seldom have the 
capacity to focus on much beyond day-to-day operations. An administration-wide 
program should be established to routinely identify and pursue opportunities, with 
leadership prepared to suggest, cajole, coerce and even force cooperation when 
necessary. 

e Analysis. There are times when privatization is not in the interest of the 
taxpayers of a state and other times when it is ideal. Good decision making 
requires careful and thorough analysis of the risks and potential rewards. A fully 
allocated cost-comparison of public versus private provision is the most important 
tool, and often the one most difficult to obtain. 

© Top-Down Commitment. Managers must perceive privatization or consolidation 
as a top personal priority of the Governor. 


Implementation 


The task force recommends the creation of a Council on Efficient Operations and 
Implementation Team to identify, select and pursue consolidation and/or privatization 
opportunities. This concept has been modeled after the Texas Council on Competitive 
Government. As was the case in Texas, a cultural shift away from defending and 
funding duplicate proprietary resources and working toward a sharing of common 
resources requires an unbiased and independent oversight group. 


Initially, neither the Council nor the Implementation Team requires incremental fund- 
ing as they are shared resources donated to the task by the departments. The ongoing 
cost of the team should be compared to the savings realized by their achievements. 
Consideration should be given to funding the cost of the team from a portion of the 
savings produced. Formation and implementation of the process should be accom- 
plished as soon as possible. 


The Efficient Operations Task Force identified the following implementation strategies 
for creating an ongoing process by which to identify, select and act upon consolida- 
tion, privatization, effectiveness and efficiency improvement opportunities. 


On page 7 is a flow chart which illustrates the overall flow of activities and the office 
or person responsible for those activities. In addition, the following implementation 
strategies are recommended: 


1. The process team should establish a format and procedure to identify uniform 
and complete cost for government operations. The states of Texas and Michigan 
have impressive formats which have been used to create a proposed cost model for 
Missouri. A copy of these cost methodologies are provided in Attachment A. 

This task force has found major differences in how agencies currently calculate in 
house cost. In order to accurately compare cost, a uniform model must be used. 


2. Allow agencies to retain a percentage of the savings realized through the imple- 
mentation of cost saving measures. This proposal will require statutory enact- 
ment. 


3. Continuously monitor success of similar initiatives in other states. The Council of 
State Government could be used to gather and analyze and disseminate this infor- 
mation. 


4. Review the current Type Transfer system for the appropriate distribution of pow- 


ers, duties and functions across all state departments and divisions. The assign- 
ment of transfer types in 1974 may no longer be appropriate given the current 
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operational environment. In some cases, however, it will be necessary to preserve 
the separation of roles and power. In addition, provisions should be made for 
agencies whose independence is absolutely necessary, such as The Human Rights 
Commission. Once directors have the authority to manage their department, they 
will better understand the Governor’s vision on efficient operations and be able to 
detect and act upon inefficiencies within their own organization. 


Additional Projects: 


Once the Council is formed, a number of projects await implementation. The follow- 
ing projects have been identified as being large opportunities that warrant immediate 
attention. The task force believes there are many additional opportunities. 


Fleet Maintenance: 
The Missouri fleet maintenance strategy is in most cases strictly the domain of 
individual departments. A study of only three Departments (Conservation, 
Highways and Transportation Department and Natural Resources) yielded twenty 
separate maintenance facilities to serve generic fleet assets (trucks, tractors, se- 
dans, etc.). In some cases different departments maintain two or three facilities 
within miles of each other. This results in duplicate equipment, supervision, 
parts inventories and garage space. 


State Testing Laboratories: 

- The Departments of Health, Natural Resources, Agriculture and Public Safety 
maintain laboratories for a variety of compliance and research applications. If 
consolidated, excess costs in the areas of equipment, supervision and floor space 
could be reduced. 


Statewide Communications: 
Currently a statewide communications system does not exist. A piecemeal ap- 
proach to communications is undertaken by twelve departments each largely inde- 
pendent of the other. Rather than being a pre-planned and strategic approach for 
transmission of voice, mobile data, telephone and paging, it is often an after- 
thought that promotes minimal functionality. If culturally viewed as a common 
rather than a unique resource, overall effectiveness of the system could be im- 
proved while the costs associated with maintaining an aging system could be re- 
duced. 


Laser Printing: 
Several departments maintain their own large laser printers supporting mostly 
generic applications. Since these devices print only for the host department, 
utilization is very low. A recent study in the state of Wisconsin focused on laser 
print consolidation and yielded a savings of $900,000 per year. This same ap- 
proach should be pursued in Missouri. 


Privatization : 
As proven in Texas, Maryland, Michigan and other states, have shown that, once 
consolidated, many support functions could be privatized. In such a scenario, the 
Governor’s Council on Efficient Operations would aid in developing support and 
performance requirements, contracting methods and cost accounting architecture. 


Process Flow Chart 
Governor’s Council on Efficient Operations 
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Flow Chart Description: 


Described below is the recommended process for achieving improved efficiency in 
state government. The flow chart illustrates the overall flow of activity and responsi- 
bilities. Specific actions for each responsible individual and/or office in process im- 
plementation are also described. 


Leadership 


Governor and Legislature (see flow chart) establishes policy, authorizes and motivates 
the effort. 


* Their primary role is visionary and motivator. 
* They will give explicit messages concerning process: 
- What it means 
- Why we are doing it 
- How we are going to do it 
- What it will take 
* These messages must be communicated over and over through various means, 
such as frequent speeches, directives, departmental communiques, etc. Employ- 
ees, legislators and citizens must continue to hear the messages to know it is a 
serious effort. 
* Use management systems to reinforce, measure and reward people’s performance 
in ways that encourage them to attempt major change and reward attempts that fail 
as well as attempts that succeed. 


Strong, aggressive, committed leadership will be needed to persuade the department 
heads running functional silos (the area or resources that are not accessible to other 
departments) to subordinate the interests of their functional areas to others. 


The Governor’s Council on Efficient Operations 
Members: 


A thirteen member Council should be established. The council would be made up of 
senior level managers who carry prestige, credibility and clout and are comfortable 
with change. There should be eight members from the sixteen departments and two 
from the legislature. All of the department members would be appointed by the 
Department Heads. The first year four members from the departments would be 
appointed for one year and four would be appointed for two years. The Speaker of 
the House and President Pro Tem of the Senate would appoint one staff member each, 
not legislators. The governor shall appoint one member of his staff and two private 
sector individuals. The council would elect a leader who would break deadlocks as 


necessary. Should the Council deem it necessary, they may rely upon the Legislature 
for expertise and guidance. 


Responsibilities: 


* Provides direction and is responsible for implementation for the proposed 
changes. 

* Assemble the process team (see flow chart and following page for description) 
and do whatever is required to enable this team to perform. 

* Work to gain the cooperation of mariagers whose functional groups are in- 

volved in the process. 

Motivate, inspire and advise the team. 

Act as the team’s critic, spokesperson, monitor and liaison. 

* Interface with agencies and elected officials to promote the change initiative, 
allowing the team to focus on the implementation of activities. 

* Monitor and report on the performance achieved from the efficiency per- 
formed. 


% 


Reporting: 


The council should issue a quarterly report to the Governor, Speaker of the House, 
President Pro Tem of the Senate, and all department heads. The report should contain 
a status of activities and identify barriers inhibiting progress. The status of activities 
shall include but not be limited to the following: the number of efficiency issues 
approved and implemented; the associated savings; and the number of efficiency 
opportunities under study and evaluation. 


Process Team 
Membership: 


* The process team consists of five to ten full-time people. Members are se- 
lected by the Council who solicit recommendations from the agencies (a five 
to ten member full time team is consistent with the size of such teams dis- 
played by other states). This is the appropriate number for exploring the 
numerous opportunities that exist for efficiency improvement in Missouri state 
government. For example, the state of Michigan found 200 such opportuni- 
ties. 

* Team members should be selected from state employees and also from the 
private sector to provide a broad-based perspective. 

* The duration of assignments should be at the discretion of the Council. 


Responsibilities: 


* 


The team is responsible for implementation. These are the people who must 
produce the ideas and plans and help turn them into reality. 

Encourage all state employees and the Legislature to identify efficiency oppor- 
tunities and create awareness. 

Identify and evaluate all opportunities and prioritize them. State employees 
who are affected should be involved in the evaluation through focus groups 
and other communication Strategies approved by the Council. 

Perform detailed data gathering and evaluation on highest priorities. 

Prepare recommendations for efficiency of function/services. The recommen- 
dation should include estimated cost Savings and implementation procedures. 
Submit recommendations to agency heads for their review and commentary, 
then submit the proposal to the Council for approval/disapproval. 

Assist in the implementation of approved recommendations. 

Reward employees through intrinsic rewards. Recommend monetary rewards 
in accordance with state employee suggestion system. 

Measure the benefits of recommendations implemented and report to the 
Governor’s Council on Efficient Operations. 


Operations: 


* 


A peer performance rating is performed on all members of the team.° The 
results are submitted to the council who in turn makes performance recommen- 
dations to the responsible administrative organization. 

Team members select a team captain who serves as team facilitator, establish- 
ing an agenda for team meetings and mediates conflicts. 

Employees with special and technical knowledge should be available to the 
team as well as outside specialists. 

The team should work together in the same physical location and will require 
appropriate office space and supplies. 


Department Head 


Members: 
The Department Directors 


Responsibilities: 


* Support Governor’s Council on Efficient Operations directly. 
* Provide support within the department for the Governor’s Council on Efficient 


Operations and team activities. 
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Primary emphasis is for intra-departmental efficiency efforts; however, if 
efficiency is inter-departmental it is the department director’s option whether 
or not to use this process. 

Identify efficiency opportunities for the consolidation team. 
Evaluate efficiency opportunities. 

Review and approve the Governor’s Council on Efficient Operations’ recom- 
mendations. If a department head disagrees, the reason for his position must 
be explained in a letter to the council. 

Expedite implementation of the efficiency recommendation. 


¢ 


Middle Management 


Members: 
Division Directors 


Responsibilities: 


x & & 


Identify efficiency opportunities for the consolidation team. 
Evaluate efficiency opportunities. 

Implement the Efficiency Council’s recommendation. 
Support the team’s work 


Supervisor 


Responsibilities: 


%* € * & 


Identify opportunities for the team. 

Evaluate opportunities. 

Implement the Efficiency Council recommendation. 
Support the team’s work 


State Employee 


Responsibilities: 


x % €% 


Identify opportunities for the consolidation team. 
Evaluate opportunities. 

Implement the Council recommendation. 
Support the team’s work 
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Consolidation/Privatization Printing Recommendations 


Recommendation 


Consolidate departmental printing from its current decentralized, independently managed 
state to a centrally managed approach with responsive point of need satellite locations as 
necessary. 


Background 


Although an attempt was made to consolidate statewide printing in 1981, not all depart- 
ments or commissions chose to participate. The result was a partially centralized system 
(Office of Administration-State Printing) that is well-equipped but under-utilized. On the 
other end of the spectrum are a number of department print shops that are both under- 
equipped and under-utilized. 


Rationale 


Missouri's State Printing has assembled a state of the art facility over the last thirteen 
years servicing all departments except those listed on the attached pages. Annually, 
forty-five full-time employees (FTEs) production positions generate 295 million impres- 
sions, making State Printing the most productive print environment in the State. How- 
ever, to further improve productivity and lower costs, assets such as capital equipment, 
floor space and FTEs must produce greater output. The task force believes that the first 
step is to consolidate departmental volume to central management. The second step is to 
expand the State Printing's operation to two shifts daily (as done in 11 of the 22 states 
surveyed). 


Shifting the use of the labor force is key to the consolidation effort in that it: 

1. Allows fixed asset costs (floor space, base maintenance charges, equipment de- 
preciation, etc.) to be amortized over greater numbers of units produced thereby 
lowering per unit costs. 

2. Guarantees department "turnaround" targets (deadlines) are met. Logic holds that 
if the State Printing is currently meeting deadlines while producing 295 million 
annual impressions on one shift, a second shift should allow capacity of double 
that amount. The consolidation recommendation encompasses only 97 million 
annual impressions so that departments (users) should rest assured that speed of 
delivery should be maintained or improved. 

3. Allows departmental users access to a higher grade of print technology. Because 
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the State Printing's mission is printing, appropriations are made with printing 
technology upgrades in mind. While other State departments maintain print func- 
tions, the printing operation is generally not part of those departments’ core 
mission or charter. Therefore, printing and its funding often occupy a lower 
priority when appropriations are allocated. This creates an environment of older 
technology and stretched resources not generally experienced by State Printing. 


Implementation 


The preferred method of implementation would be for the Executive Branch to adopt and 
pursue a policy of print consolidation. Unfortunately, the Missouri State Government 
Reorganization Act of 1974 allows for "departments, divisions, agencies, boards, com- 
missions, units or programs" with a Type II or III transfer classification to make their 
own decisions regarding "substantive matters and policies". 


This act does allow for Type II and III policy exemption to be changed by "later acts" so 
that a broader and more consistent implementation strategy for this and other consolida- 
tion opportunities would likely start with the statutory change in the Reorganization Act. 
This approach is more fully described in the first recommendation that defines a process 
by which such change can be promoted. 


In the meantime, implementation would start with an aggressive communication strategy 
to broadcast the findings of this report. The communications package would include the 
compiled data on costs and benefits of the proposed consolidation. Communications 
should flow from the Governor's Office and clearly the state benefits and benefactors. 
Each department's savings and service delivery improvements should be publicly com- 
municated on a regular basis. 


Potential Savings 


Full data collection methods, proposed equipment, labor configurations and comprehen- 
sive cost comparisons are attached (Appendix C). Based on this research, anticipated 
savings are to be viewed in two broad categories defined as: 

1 ) direct savings and 2) related savings. 


These lower price points are made possible by: 1) a larger volume pool created by con- 


solidation of print and 2) the impact of this new volume pool on the cost of fixed assets 
as explained in the "Rationale" section of this document (page 12). 
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Print Consolidation Savings 


Category #1 - Direct Savings 
These are savings which are experienced directly by the seven departments (listed on 
page 14) as a result of consolidation of print services: 


Department/Division Expected Annual Savings 
Conservation $ 79,069 
State Highway Patrol 96,395 
Employment Security 323,272 
Highway & Transportation 238,972 
Social Services 23,510 
National Guard 128,376 
Elementary & Secondary Education 55,919 
TOTAL DIRECT SAVINGS $ 945,513 


Category #2 - Related Savings _ 
Savings experienced by departments that have formerly consolidated print services: 


TOTAL RELATED SAVINGS | $ 167,238 
TOTAL PRINT CONSOLIDATION SAVINGS $1,112,751 


Not included in the study or recommendations were the Missouri House, Senate and the 
Attorney General's Office due to limitations in time and resources. These would be 
likely applications of a similar consolidation model to be administered by the Governor's 
Efficient Operation's Council (see Process Recommendation beginning on page 1 of this 
task force report). 


Accountable Parties 


A partnership between the participating departments and the Office of Administration- 
State Printing will be formed. The department expectations and performance require- 
ments must be adhered to by Office of Administration State Printing.. As was imple- 
mented in a similar project in Texas, this partnership and its related contracting methods 
were overseen by an unbiased third party such as the Governor's Efficient Operations 
Council (see Process Recommendation beginning on page 1 of this task force report). 
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Timeline 


As the suggested consolidation focuses on better utilization of existing facilities, the 
timetable should be no more than six to nine months. During the transition period, a 
staged conversion is suggested to allow the State Printing to adjust incrementally to new 
volume demands. 


Other Strategies 


To ensure the success of the print consolidation project, other changes are recommended 
within the Office of Administration: 


1. 


Review Potential for Privatization: 

The Texas model displayed that, once consolidated, aggressive private sector 
bidding is possible. Although Texas retained printing as an internal function, the 
bidding process forced accurate assessment of costs and responsiveness. This 
assessment uncovered additional cost saving opportunities that would otherwise 
have gone unnoticed. 


It is recommended that State Printing pursue a model (perhaps with the help of 
the Governor's Council described in the Process Recommendation beginning on 
page | of this task force report) to routinely consider private sector options for the 


delivery of total printing services to state government. 


Financial and Budget Methods: 
State Printing currently submits annual budget estimates in three areas: 1) 


Expense and Equipment; 2) Store's Purchases; and 3) Personal Services. If any of 
these three budgets are exceeded, no funds are made available, nor can funds be 
transferred from one fund to another. This is in direct contradiction to State 
Printing's charter which is to respond to market opportunities when they appear. 


A more responsive approach to this problem is used in Kansas in which an annual 
appropriation is made for all line items combined. As the year progresses, the 
State Printing can make strategic decisions to move funds based on market 
opportunities or technology changes. 


Therefore, the task force recommends that the State Printing be allowed to use an 
existing funding mechanism called P.S.D. (Program Specific Distribution). A 
Program Specific Distribution is a type of fund that allows movement between 
allocation for line items (Personal Services, Expense and Equipment, etc.). This 
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approach provides the desired flexibility while still maintaining the control of an ongoing 
audit. It is recommended that this approach be used as a permanent tool instead of 

the current "emergency funding" treatment which is often cumbersome and inflexible and 
frequently results in the development of a critical funding shortage. 


16 


Consolidation/Privatization Warehouse Recommendations 


Recommendation 


Consolidate selected agency warehouse/storage areas located in Jefferson City into a 
single warehouse facility operated by the Missouri Correctional Enterprises. 


Background 


This Task Force conducted a twenty-three agency survey (Appendix D). The findings 
indicated that fifteen agencies currently operate one or more independent 
warehouse/storage areas in Jefferson City. These facilities total a combined area of 
412,955 square feet (165,161 square feet are leased and 247,794 square feet are in State 
owned facilities). Ninety-six (96) full-time employees are used to perform warehouse 
operations. These independent warehouses result in the duplication of equipment, stored 
material, supervision and administration. 


Rationale 


An efficient, well designed central warehouse in Jefferson City would reduce the current 
annual cost of floor space and maintenance. Many of these storage areas currently 
occupy expensive building space that could be more cost effectively used for office 
space. Future projects such as consolidating the purchase of widely used commodities, 
such as office supplies, would increase the availability of such floor space. The operating 
costs of a central warehouse would be minimized through the use of low cost inmate 
labor and a proper building design that limits utility and maintenance costs. 
Additional, benefits include a more efficient use of warehouse equipment and 
personnel, as well as, a reduction in administrative costs by decreasing the number of 
supervisory FTEs. 


During the 1994 Legislative Session, House Bill 1023, Section 195 endorsed this idea 
by authorizing Missouri Correctional Enterprises to construct and operate a central 
warehouse in Jefferson City. The proposed size was 200,000 square feet at a cost of 
$6,000,000. The task force is recommending that the implementation of this project 
will be the responsibility of Missouri Correctional Enterprises (MCE) which should 
have sole administrative authority over this facility. 


It is also recommended that implementation would include a partnership atmosphere 
between MCE and user departments supported by an aggressive communications 
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package that will publicize the findings of this report. The communications package 
would include the compiled data on costs and benefits of the proposed consolidation. 


It is further recommended that MCE use data collected and verified by the task force 
when constructing pricing models and savings projections. 


According to this data (see Appendix E), the potential cost savings of the project iS 
$1,132,158. This figure was calculated by using only twenty-four of the current 
thirty-three independent warehouse sites: 270,431 square feet of the available 412,955 


square feet. 


The major elements these savings are: 


Annual floor space savings, leased facilities: 
Annual floor space savings, owned facilities: 


Annual labor savings: 
Annual supervisory savings: 


Total savings: 


$ 71,970 
$ 240,914 
$ 723,274 
$ 96,000 


$1,132,158 


Because MCE has not yet determined its future charges for warehouse services, 
assumptions were based on existing warehouse costs and are listed below: 


Cost Element Assumed Cost 
Floor space cost, $2.00/sq. ft. 
(annual) 


Operating Cost less $0.30/sq. ft. 
labor, (annual) 


Labor cost, 20% of current 

excluding management state employee’s 
payroll and benefit 
costs. 

Supervisory cost 60% of current cost 
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Rationale 

Current leased warehouses 
range from $1.33 to $3.50 
per square foot, averaging 
$2.60 per square foot. 


Missouri Department of 
Conservation was used as 
benchmark. MDC ’s cost of $0.10 
per sq. ft. was multiplied by a 
factor of 3x. 


80% of warehouse labor 
will be inmate labor (per MCE). 


As explained in Rationale section 
on page 16. 


Thirty-five percent of the current floor space (144,534 sq. ft.) was judged unsuitable 
for consolidation due to various factors (Appendix F). The current low cost of some 
facilities make them poor candidates for consolidation. For example, the Department 
of Conservation’s Warehouse 3, built in 1985, is windowless, nonheated, noncooled 
and constructed for low maintenance cost. Assuming a twenty year depreciation 
schedule, the annual floor space cost for this warehouse is $1.00 per square foot. 
This is compared with the cost of space in the numerous state office buildings, which 
ranges anywhere from $12 to $18 per square foot. 


Implementation 


The consolidating of storage facilities would result in a one time sale of considerable 
surplus equipment, such as fork lifts and hand trucks. A one time cost would be 
incurred for moving material to the new warehouse. Missouri Correctional 
Enterprises provides moving services for $40 per hour, which includes a truck, driver 
and three assistants. The relocation cost charged by MCE will be largely offset by 
the sale of surplus departmental equipment. 


MCE estimates an availability date of July 1996 for the new central warehouse. This 
should be more than enough time for the various departments to begin minimizing 
their current inventories. 


Several key strategies will be important for a successful transition: 


* Missouri Correctional Enterprises must design and operate a minimum cost 
warehouse to maximize cost savings to the agencies. 


Several current warehouses are unheated which minimizes construction 
costs and operating costs. If commodities need to be temperature 
conditioned prior to use, this can be accomplished by early delivery to a 
temperature controlled area. 


* Missouri Correctional Enterprises warehouse must focus on customer 
satisfaction, requirements and expectations. 


This is due to the fact that several agencies responding to the survey 
expressed apprehension about this project. Comments ranged from a lack 
of responsiveness, higher costs and loss of control to concern about the 
quality of the products delivered. 
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* Missouri Correctional Enterprises must maintain frequent communication 
with the user departments to meet their changing needs and expectations. 


* Missouri Correctional Enterprises informed the task force that a mandate 
exists (via Senate Bill 763) for State departments to utilize the new 
consolidated warehouse. Even so, department expectations and 
performance requirements should be aggressively supported by MCE via 
clearly worded contracts agreed to by both parties. Such contracting 
methods could be constructed by the COMAP implementation team and 
could draw on practices employed by similar groups in other states. One 
such successful benchmark would be the Council on Competitive 
Government in Texas. 
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Consolidation/Privatization Captiol Police Recommendations 


Recommendation 


Merge Capitol Police with Missouri Highway Patrol. Analyze potential privatization 
opportunities for those Capitol Police performing security functions. 


Background 


The Missouri Capitol Police was created in their present form in 1983 and charted with 
the security and law enforcement functions within the State's Capitol complex, related 
buildings and parking areas. Over the years the Capitol Police have assembled a first 
class staff of fully certified law enforcement officers with corresponding communications 
(dispatch) facilities, training and supervisory staff. 


Due to limited geography of coverage and the mission to oversee and protect State 
property, the Capitol Police resemble both a Municipal Police Force and a Security Patrol 
Staff. | 


Rationale 


Study of a similar consolidation within the state of Kansas yielded several facts: law 
enforcement agencies share similar missions as well as similarities in areas such as 
training, dispatch, supervision and fleet functions. 


Kansas found that by combining the police force and Highway Patrol, the rank and file at 
the Capitol Police often benefitted in the following ways: 1) more training resources 
become available; 2) more comprehensive certification was possible; and 3) some 
officers benefitted by an improved career path. Pay scale was not affected as the 
previous Capitol Police pay structure was retained for those officers still performing law 
enforcement duties. 


If implemented in Missouri, the State would likely benefit by reductions in overlapping 


communications equipment (see Additional Projects listed on page #5) and reduced 
supervisory labor cost (training and communications functions). 
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According to the Kansas model, once consolidated, those officers assigned to security 
duty would be likely conversions to private sector security providers. The Kansas sce- 
nario currently involves twenty-three positions that have been privatized. 


Based on the lowest wage paid by the Kansas Capitol Police prior to privatization and the 
new prevailing wage paid by the private sector supplier, an estimated $85,000 annually is 
saved in Kansas. A similar savings could be expected in Missouri. 


In Missouri additional savings would come via the consolidation of training and commu- 
nications supervisors listed below in the Implementation section. The savings of these 
two positions is estimated at $59,000 annually. Total savings of consolidation and pri- 
vatization is therefore $144,000 annually. 


Although obvious savings are possible, the State should nevertheless consider the dispo- 
sition of displaced Capitol Police (potentially valuable recruits for the Highway Patrol) 
and the certification expectations of the proposed private sector security force. 


Implementation 


The preferred method would be a mandate from the Director of Public Safety. As de- 
scribed in the Process Recommendation ( beginning on page 1). However, the Reorgani- 
zation Act of 1974 gives the Highway Patrol (a Type II Classification) the ability to take 
exception to policy and substantive matters. This may form an impediment but should 
not void the concept of the consolidation. 


The actual mechanics of the transfer would involve the movement of the communication 
staif from the Capitol Police to the control of the Highway Patrol's Troop F Communica- 
tions Division. This "move" would involve no physical displacement, but rather a change 
in supervision only. With this supervisory change, the FTEs cost currently assigned in 
Capitol Police could be saved. Similarly, the role of training officer would no longer be 
funded as this function would be accomplished with existing Highway Patrol resources. 


The bulk of the Capitol Police organization would then be configured to the Highway 
Patrol under Troop F or the Criminal Investigation Bureau (possibly Governor's Security 
Division). A separate Troop designation also could be established as was the approach in 
Kansas. 
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Accountable Parties 


A smooth transition will require an active partnership between the Highway Patrol Senior 
Staff and that of the Capitol Police. The information necessary for the conversion has 
already been assembled (and shared with Highway Patrol) via previous Efficient Opera- 
tions Task Force surveys. Additionally, the state of Kansas can also be used as a bench- 
mark for organizational structure, staff requirements and contracting verbiage for the 
private sector suppliers of security forces. 


Timeline 


As ample information exists, via prior Efficient Operations Task Force surveys and other 
states' shared practices, conversion should be smooth and take no more than one year. 
This would include the contracting function for the private sector security provider. 
Existing information from state of Kansas Department of Administration could be pro- 
vided as a guide. 
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Consolidation/Privatization Postal Services Recommendation 


Recommendation 


Consolidate Jefferson City mailing/postal services for state government into a single 
service, utilizing more than one eight-hour shift. 


Background 


To determine postal procedures, expenses and perceived needs, the Efficient Operations 
Task Force developed and distributed a survey to the Executive Branch (Appendix G). 
Eleven of the thirteen departments responded to the survey. Using the data gathered from 
this survey, the task force developed the summary information for this final report. 


At present, every department handles its own incoming and outgoing mail. AAA Mailing 
Service, Inc. is used as an outside vendor for savings on bulk mailings. The departments 
have the discretion to use the bulk mailings contract but are not required to utilize these 
Services. 


To handle present postal service needs, 86 people are utilized at a total salary (including 
benefits) of $1,960,834. Additional expenses (i.e., office materials, training, telephone 
charges, travel) of $518,700 were reported by the various departments. For postal han- 
dling duties, a total of 21,074 square feet are utilized in the departments at a projected 
cost of $12.01 per square foot. 


Consolidation would result in a total savings for the State of over $1,340,000 and a real- 
location of duties for approximately 17 full-time employees. These figures are reflected 
in the Summary of Potential Savings (Appendix H). 


Rationale 


The opportunities for savings when processing the immense volume of mail generated by 
the state include the following: 


* Lower postage rates are achieved through higher mail volume, state government is in 
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* 


a position to take advantage of these discounts through consolidation and cooperative 
arrangements. 


Savings may be achieved through a combination of presorting and bar coding mail 
and reorganizing address data bases to earn greater reductions in postage rates. 


Consolidation would result in a savings of floor space which could be utilized for 
other purposes. 


Relocation of excess equipment to outstate government offices would further reduce 
postage costs. 


Other benefits would include the following: 


* 


* 


Reassignment of some personnel may better utilize their skills. 


Consolidation of postal services has the possibility of improving postal service to all 
departments, regardless of their size. 


Implementation 


Other strategies to foster successful implementation are as follows: 


1. 


The process recommended by this task force should be utilized to review current 
State operations and determine the most prudent process to handle postal services and 
prioritize needs, including out-souring of this activity. 


The implementation of bar coding and resorting for the agencies be phased in due to 
the complexity of this operation and mail volume. 


Bids should be solicited from public and private entities for resorting and bar coding 
of outgoing mail to ascertain if additional savings can be achieved. 


Discussions with the local postmaster must be included in the implementation plan to 
assure that maximum savings and efficiency are realized. 


Implementation of this recommendation should immediately follow the creation of the 
process team recommended by this task force. 
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EFFICIENT OPERATIONS TASK FORCE 


Merit System Process Recommendation 


Recommendation 


Create a decentralized human resources delivery system that empowers state agencies to 
effectively and efficiently manage their workforce and personnel functions. 


Background 


In conducting this study, the Efficient Operations Task Force Merit Family Group 
utilized a variety of techniques and data sources to ensure comprehensiveness. Some of 
these techniques included: a review of the state's existing personnel system (including an 
examination of historical information); interviews with line managers as well as 
employees from various agencies (Attachment I ); surveys of allocation of resources for 
personnel functions in all agencies; a literature search and review of research from the 
National Association of State Personnel Executives, National Conference of State 
Legislatures and National Governor's Association; a review of recent personnel system 
reform efforts in the states of Maryland, Iowa, Michigan, Minnesota and Florida; and 
interviews with the Personnel Advisory Board members; staff of the Division of Data 
Processing and Telecommunications; and Division of Personnel's staff and director. 


The pneuigs of this study are as follows: 
The current system has been in place since 1945 (Attachment J). Even 
though there have been nine reforms enacted since then, the system needs 
to be revised to effectively and efficiently address the concerns of today's 


workforce. 

” The current system does not always have the capability to respond in a 
timely manner to employee/employer needs. 

: The current system relies heavily on testing at the beginning of the 


selection process. This often proves to be a time consuming process that 
does not necessarily produce the best candidates for the position. It is now 
recognized that certain standardized tests are subject to biases of many 
kinds and may not create diversity (in the workforce) or equal opportunity 
(for the applicants). 

. The current system has a performance evaluation that is not linked to 
compensation and is perceived to be ineffective in evaluating performance 
relative to agency and individual objectives and does not account for 
individual personal career development (i.e., training). 

The current system frustrates applicants, managers, employees and 
personnel professionals. 
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The structure and process of the current human resources system reflects aspects of state 
government's culture that hinder its ability to change to meet the needs of citizens. 


An atmosphere of frustration with the human resources process pervades all levels of 
state government, reinforced by the overemphasis on review and approval by the 
Division of Personnel. Bureaucratic systems also diffuse accountability for decisions. 
Employees often do not feel empowered to make decisions and take ownership of 
projects because of the multiple levels of approvals required. 


The inertia and resistance to change often found within state government is also partially 
attributable to frequent turnover at top leadership levels. Some employees feel that they 
can ride out initiatives or changes in organizational direction until the next election. By 
not rewarding or encouraging innovation, the human resources system helps support 
"business as usual." 


Citizens are growing iricreasingly dissatisfied with slow, impersonal government. 
Although some agencies are attempting to define their customers, many areas of state 
government have little understanding of who their customers are and what they may 
need. Human resources procedures reinforce this isolation, having limited connection to 
customer needs, customer feedback or the organizational goals. 


State government's most valuable and expensive resource is its employees. The skills, 
motivation and productivity of its employees will largely determine the quality, 

efficiency and effectiveness of state services and programs. The State faces a formidable 
challenge to compete with other public sector and private sector agencies in the mid-west 
region: to attract, develop and retain a highly qualified and motivated workforce. Other 
public and private sector agencies are proactively pursuing initiatives to review and 
restructure their missions, strategic plans, management culture and practices, 
organizational structures, operations, use of automation and their human resources 
management policies and practices. 


Rationale 


The focus of these efforts is on delivering quality citizen (customer) focused services, 
improving performance and "doing more with less." Clearly the State, its managers and 
employees face similar challenges throughout the 1990's and beyond. According to 
agency directors, managers and others, Missouri's personnel system represents a major 
impediment to effectively and efficiently manage their agencies. State government needs 
to refine its methods of attracting, developing and retaining a highly qualified workforce. 


The recommendations for change are intended to create an organizational culture in the 


human resources arena in state government centered on performance and quality of 
services principles that empower managers and staff to function efficiently and 
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effectively. The recommended structural changes and process changes are consistent 
with these principles and will redefine and refocus the missions of the Personnel 
Advisory Board, the Division of Personnel and all other state agencies. 


If the State is to deliver quality services and "do more with less," it needs a new forward- 
looking, results oriented human resources management system. 


Implementation 


The implementation of change will require work and input from a wide variety of 
interested parties. This report is intended to be both a catalyst and a blueprint that will 
help initiate and shape the direction of that change. Many of the recommendations 
discussed in this report may require statutory changes. However, some progressive 
reforms can be enacted without statutory changes provided that all involved are 
committed to change. 


The task force identified the following implementation strategies for creating an ongoing 
process by which to identify, select and act upon developing a state personnel system that 
will promote effective and efficient improvement opportunities: 


1. Transform the Personnel Advisory Board into an organization that would 
decentralize the state personnel system to enable state agencies to meet 
their personnel needs more effectively while simultaneously adhering to 
merit principles (Appendix K). 


The board supervises a highly centralized system that frequently fails to 
provide state agencies with the best job applicants in the most timely 
manner. Applicants experience frustration with the difficulties and delays 
in examination and classification administered by the Division of 
Personnel, only to repeat many of these steps, albeit in a more focused 
manner, when interacting with the employing state agency. State agencies 
cannot act quickly to fill job openings. They lack the flexibility to employ 
individuals they consider qualified but who are unavailable under the 
present system. 


The board is in an advantageous position to reform the state personnel 
system but currently operates within a statutory framework that does not 
encourage decentralization.- By giving the board a statutory mandate to 
implement a strategic plan for reforming the system to be more responsive 
to employers and applicants, it can use its experience and expertise to 
reinvent a personnel system that meets the state's changing needs. 
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The task force recommends that the General Assembly make revisions to 
Chapter 36, Revised Statutes of Missouri (RSMo), as follows: 


A. 


Change the name of the Personnel Advisory Board to the Board of 
Human Resources and the Division of Personnel to the Division of 
Human Resources. These changes will more accurately reflect the 

board's and the division's new roles under the proposed 


‘decentralized personnel system. The name change will also signal 


a transition to a more flexible and dynamic culture needed to 
facilitate systemic reform. 


Expand the board membership from three members to seven 
members: three from the private sector, two state department 
directors (one merit and one non-merit) and two state employees 
(one merit and one non-merit). Adding four members to the Board 
of Human Resources will give the board a broader perspective of 
state personnel needs. By specifying that additional members must 
be department directors and state employees (representing both 
merit and non-merit systems), the board will be in a position to 
respond to state employer and employee needs. Expansion will 
make the board more comparable with other state policy-making 
boards and will eliminate the possibility that a quorum of two 
individuals can make or enforce policy. 


When disciplinary appeals occur that involves the department of an 
employee and/or director on the board, those persons shall not be 
expected to attend the hearing or vote on the issue(s). This action 
will help to foster objectivity and alleviate partisanship. 


Change board members' terms from six to four years. A shorter 
term for members of the Board of Human Resources will give the 
Governor frequent opportunities to appoint individuals from 
various state agencies and private concerns. This increased 
potential for diversity will serve to make the board more reflective 
of the state workforce. 


Direct the Board of Human Resources to inventory existing 
statutes and rules that are incompatible with a decentralized 
personnel system and_to solicit broad input and review in 
developing rules and suggesting statutory changes needed to 
reform the system. Several sections in Chapter 36, RSMo, are 
potentially incompatible with a decentralized personnel system. 
Enacting a statue that directs the Board of Human Resources to 
examine current personnel laws and to propose necessary revision 
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will give the reconstituted board a clear directive to reform the 
system and to work with the General Assembly to implement 
change. 


E. Require the Board of Human Resources to submit a report to the 
Governor and the General Assembly no later than January 1, 1996, 
that comprehensively details all statutory changes needed to 
implement a decentralized personnel system. A statutory deadline 
for the Board of Human Resources’ "action plan" will ensure that 
the reform process proceeds in a timely fashion. 


F. Increase the frequency of board meetings from the current 
statutory minimum of at least one every three months to once 
every month. This change will codify the board's current practice 
of meeting monthly and will ensure that the board has regular 
opportunities for input into the reform process. Mandatory 
monthly meetings will indicate to the board that its members are to 
be directly involved in implementing policy and should actively 
work with the Division of Human Resources to improve the 
performance system. 


Provide necessary equipment, software and training to implement a . 
comprehensive applicant and personnel data base accessible to all 
. agencies. 


The State lacks a central data base that adequately captures and tracks 
applicant and personnel related information. On-line access to job 
Openings or applicant and employee information is limited or nonexistent. 
No central repository of data exists for measuring hiring outcomes, 
tracking cost, or human resource planning. Application processing and 
candidate evaluation is now done manually, handling upwards of 400,000 
pieces of paper per year. 


A statewide data base containing applicants, employee skills, job 
opportunities and other hiring-related information would enable the state 
to better plan and deploy its human resources. 


The Office of Administration should: 


A. Obtain approval by the Legislature of its budget request for 
$464,000 to upgrade its data processing and office automation 
capabilities (Attachment L). By eliminating manual redundant 
processing tasks, significant savings can be achieved through 
reduction in paperwork and fewer jobs required for a 
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better quality product. Similar reductions in processing in the state 
of Washington resulted in tens of thousands of dollars in savings 
(Attachment M). 


B. Implement this recommendation no later than January 1, 1996. To 
successfully plan and complete this improvement, it is essential 
that user agencies be involved in the process from the beginning. 


Create a job information clearinghouse maintained by the Division of 
Human Resources that provides on-line access to all state agencies. 


There is no central data base containing applicant related information. 
Many qualified job applicants are never known due to the delay in 
manually processing a massive amount of paper in the selection process. 
There is no information available upon which to base human resources 
planning. 


Through a properly developed and maintained job clearinghouse an 
example of services that could be provided to the state agencies are as 
follows: candidate names and phone numbers; mailing labels of 
applicants; resumes; profiles; skill banks; recruitment announcements as 
requested; address labels of protected candidate pools; and consultative 
services. Applicants could be furnished general job information, guidance 
as to application process, placement in central skills banks, and immediate 
access to job information by phone call. Some of this information is now 
available on a limited basis. 


The task force's recommendation is that: 


A. Division of Human Resources, with strong input by the users, 
should implement this recommendation. Funding would be 
obtained through the appropriations process. A job information 
clearinghouse would vastly improve hiring and planning processes. 


B. The clearinghouse would be created within a year. Active support 
of this recommendation should be obtained from the 
administration and the state agencies. 


Delegate to the agencies the appropriate authority to recruit, evaluate and 
hire for most positions, so that hiring may be done for specific jobs, not 


general job classifications. 


Position vacancies are listed and exams given for job classes as a whole, . 
whereas hiring managers and supervisors select for specific positions. 
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The need to select for a particular position is not best served by a process 
that qualifies candidates for a general class. The practicality and 
desirability of position-specific hiring increase for positions with specific 
location or extensive skill and/or experience requirements, and for those 
jobs with a relative small pool of potential applicants. 


The implementation of this recommendation would make for more 
efficient recruitment, improved recruitment of qualified employees from 
protected classes, and increased productivity through compatibility of 
employees’ skills and positions. 


It is the recommendation of the task force that: 


A. This recommendation would be implemented with a change in 
policies and rules. Attachment N represents an example of the 
Department of Mental Health's policy changes to reform the way it 
performs and delivers its human resource services. The resulting 
increase in.job productivity would be a better quality product for 
the customers of the agency involved. 


B. The state agencies would implement this recommendation, with 
the Division of Human Resources acting as consultants for the 
agencies. 

C. The process could be in place within one year. 

D. The agencies should develop guidelines for position-specific 


hiring, and train the staff responsible for the hiring process. 


Implement a classification system that organizes work within broad 
classifications to promote a more flexible and effective system to meet 
workforce needs. 


The structure and processes of the current classification process, defined 
by administrative policies and legislation, are inconsistent and 
cumbersome. The classification process within the merit system is a 
technical activity of the human resources management field. It involves 
developing categories of job classes, defining job descriptions, valuing 
and relating jobs and classes to each other and assigning jobs to 
appropriate classes. The current classification process is confusing with 
both broad and narrow, specific and general classifications. Classification 
decisions are not always based on objective job analyses. The current 
system allows for the manipulation of classifications to promote 
employees. The process of "reclassification" is the means by which a 
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position is reevaluated based on a change in duties and responsibilities and 
reassigned to either a higher or lower classification. The "reclassification" 
phenomenon has been growing in recent years and indications are that it is 
becoming a surrogate for the promotion/raise process. 


The broad classifications, i.e. broad-banding, fosters an extensively skilled 
workforce, increases management flexibility, emphasizes individual 
performance and minimizes the need for job evaluation and analysis in 
order to achieve a promotion or acquire a salary increase. It has radically 
fewer vertical levels and job titles and much wider salary ranges than 
other classification systems. It is less concerned with the level of the job 
in the organization and more concerned with employee's involvement in 
the total organization. 


The advantages are that the organization would have some specialists in a 
few highly technical fields and more generalists who posses a breadth of 
skills and wider perspectives. There also would be less emphasis on the 
chain of command and management layer and an increased reliance upon 
the participative management processes and teamwork. This new concept 
suggests that as employees grow in their abilities, they assume tasks that 
provide higher value to the agency and the individual, and often times 
these tasks are best performed by the entry level employee. 


This recommendation reflects the Efficient Operations Task Force's vision 
for a human resources system. This recommendation is outcome-based, 
customer-oriented and focused on flexibility and change. 


The following steps are recommendation for implementation: 


A. Ten to twenty career bands should be created based on similarities 
in career progression (Attachment O). Merge the approximate 
1,200 existing classifications into broader, more generic 
classifications. 


B. The Division of Human Resources in concert with state agencies 
would create and submit for approval to the Board of Human 
Resources classification standards for each career band on a 
government wide basis, including three levels that correspond to 
the logical career paths of entry/development, full performance and 
senior/expert. 
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C. Allow agencies to establish finer distinctions in career bands 
essential to their mission. Classification standards should be 
developed centrally by the Division of Human Resources. 


Develop a broad range of recruiting tools and approaches to allow more 
focused, faster hiring and to improve access to various candidate pools. 


The current recruiting process is not effective. There is very little, if any, 
coordination between agencies concerning information about available 
positions. In many instances, the State simply announces openings and 
collects applications. The assessment and selection processes are complex 
and difficult to understand, thereby, resulting in many potential job 
applicants never being aware of the opportunities to enter state services. 


Just as the decision to hire rests with department managers and 
supervisors, so should the determination of the appropriate recruiting 
strategies to attract candidates for specific positions. With the Board of 
Human Resources providing policy direction, providing assistance in 
developing recruiting techniques and identifying various candidate pools, 
the hiring agencies can better recruit for the best applicants possible. 


This recommendation can be implemented without legislation or rule 

. changing. The hiring agencies involved can work with the Board of 
Human Resources to develop an active and effective recruiting program. 
This program can be planned and activated within six months. 
Cooperation between the Division of Human Resources and the hiring 
agencies is necessary for the success of the program. 


Delegate authority for personnel functions to the agencies while allowing 
the Division of Human Resources to provide continuous performance 
review. 


In accordance with the policy direction and restructuring advocated in this 
report it is recommended that the authority for the proper processing of 
personnel actions should be formally delegated to state agencies. As a 
result, it is necessary to establish a performance review process within the 
Human Resources Division. The Division of Human Resources would be 
responsible to the agencies for providing consultative service (i.e., 
technical expertise and training) and providing performance reviews. This 
shifts the focus of the Division of Personnel from that of a day-to-day 
operational participant to a broader role as a support and management 
resource. 
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Under a revised hiring system, the Division of Human Resources would 
have a greater role in reviewing agencies’ performance and 
implementation of human resources procedures. The function of the 
Division of Human Resources would be to analyze the agencies’ 
performance and assess their efficiency and effectiveness as well as 
uncover any problems. 


As one of its new functions, the Division of Human Resources would 
determine the documentation and data maintenance requirements. The 
Division of Human Resources should be responsible for maintaining 
system-wide data and reporting on state personnel practices. If agencies' 
practices are found to be inadequate, the Division of Human Resources 
should provide technical assistance and training. Concomitantly, through 
their evaluations, the Division of Human Resources would identify the 
best practices which should be disseminated to other state agencies for 
analysis and implementation. 


The Division of Human Resources should produce an annual report based 
on its findings of the agencies’ performance reviews to the Board of 
Human Resources and to the Governor. The Governor may advise 
agencies of "best practices" or address deficiencies in order to attain 
consistency with-state personnel policy and merit principles. 


The task force sought to examine the existing system in the context of its 
positive and negative impacts on the management of the workforce and 
the ability of state agencies to effectively and efficiently deliver services. 


A. Assign responsibilities to the state agencies the tasks of performing 
personnel functions. 


B. Develop state-wide policy-making programs, technical support 
(i.e. consulting) and monitoring/compliance to be performed by the 
Division of Human Resources. 


C. Empower agencies to assume greater responsibility for the day-to- 
day operations and administration of the personnel system for their 
agency in accordance with federal and state laws and regulations 
and the Division of Human Resources’ personnel policies and 


programs. 

D. Provide technical assistance to agencies in designing standards and 
measures. 

E. Require periodic reviews of the classification system. 
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FE, Give agencies classification responsibility over all classes 
represented in their agency. 


G. Implement broad-banding as a way to promote a more flexible and 
effective system to meet workforce needs. 


Replace the present employee performance appraisal process with a 
performance management model centered on quality management, 
customer needs and designed to ensure the agencies’ ability to fulfill their 
goals and objectives. 


The current employee performance appraisal system is not anchored by 
clear goals and objectives. It is not directed toward customer needs. 
Frequently the performance appraisal system is simply an annual "chore" 
that must be accomplished. Employees frequently are unclear as to the 
purpose of the appraisal and do not see the appraisal system as being 
tailored to their particular functions. In addition, the appraisal system is 
not based upon quality management principles and does not facilitate 
continuous quality improvement for each individual. 


Adopting a performance appraisal system centered on quality 
improvement, customer needs and organizational goals may provide 
employees with ways to identify their performance expectations with the 
mission of their agency. Providing clear expectations, which are linked to 
organizational goals, encourages positive performance by the employee 
which tends to enhance service delivery. A system with these principles 
encourages an organizational culture that values individual and team 
contributions focused on specific outcomes and objectives. 


Utilizing an outcome-based, quality management approach to performance 
ratings should increase productivity and improve service delivery. A 
focus on the results (or outcomes), of meeting customer needs and agency 
mission as opposed to the activities therein, should provide a better 
product at a reduced cost. It would also encourage an ongoing culture of 
continuous quality improvement which benefits the recipients of state 
Services. 


The recommendation for implementation is that: 


A. Board of Human Resources should adopt a rule that creates a 
statewide policy on performance appraisals consistent with the 
principles outlined above. 
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B. This recommendation would be implemented within one year of 


adoption. 

C. The Division of Human Resources would be responsible for 
providing consultative services to all state agencies to ensure 
implementation. 

D. Each state agency shall be responsible for developing a process to 


implement the principles of this appraisal system. 


Develop and make available a range of assessment techniques to qualify 
and evaluate candidates. 


Centralized testing for the most part is a process that is often maintained 
for reasons of tradition or fear of litigation. There is now general 
agreement in the human resources management field that standard tests do 
not have predictive validity about future job performance, and do not 
always produce better candidates. The federal government has moved 
away from testing in recent years. The maintenance of a large scale 
administrative infrastructure associated with testing is an expensive 
approach with which most users are dissatisfied. 


A broader array of candidate assessment tools is necessary to support 
decentralized decision making in the hiring process. The most common 
method of assessing job candidates, multiple-choice and written tests and 
experience ratings, are costly to administer, and do not always identify the 
best candidate. Other possible assessment methods could include: skills 
inventories and skills banks; biographical data profile; resume reviews; 
job related interviews; assessment centers that employ business 
simulations and work related exercises; and search committees. 


This recommendation would be implemented, where possible, with a 
change in policies and rules. 


A. The agencies should develop and obtain training in the use of an 
expanded range of assessment methods. The benefit of the 
recommendation will be to obtain better qualified candidates for a 
specific job. 

B. This process should be installed no later than January 1, 1996. 


C. The Division of Human Resources would be assigned the role of 
consultant in the new assessment process. 
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10. 


Establish a statewide Comprehensive Policy on Career Development and 
Training for the state workforce with emphasis on quality management, 
performance outcomes, meeting customer needs and accomplishing the 
performance objectives of the agency. 


Career development and training in state service lacks clear vision, goals 
and objectives. Activities in this area are not consistent across state 
agencies. Missouri's investment in career development and training has 
not been a top priority and has suffered during times of fiscal constraints. 
Training access, commitment and availability varies significantly among 
the agencies. Job duties and the delivery of services prompt the need to 
provide staff with "retraining" to enable them to complete new functions 
successfully. Failure to provide clear vision, goals and objectives, as well 
as to identify career development and training as a priority, negatively 
impacts the delivery of services throughout state government. The 
inability to train in a comprehensive manner diminishes an agency's ability 
to meet the needs of the customer and to accomplish the goals and 
objectives of the agency. In addition, failure to maintain precedence in 
this area diminishes the use of the state's greatest resources, its employees. 


The creation of a clear, consistent and comprehensive policy on career 
development and training will ensure a common purpose of meeting 
customer needs and accomplishing agency goals and objectives. A 
performance based and outcome oriented training program enables 
employees to take advantage of the "best practices" available in their 


“given area to perform quality services. Career development and training 


based upon quality management reduces the need for continuous 
corrective measures and unnecessary review of the employee's work. 


The primary cost benefit of this process is to increase employee 
productivity through expanded exposure to the "best practices" available 
to accomplish their tasks. Emphasis on quality management provides 
better services to the customer. It reduces the need to correct problems 
with service delivery. It takes advantage of the newest and most efficient 
processes to deliver services. In addition, providing quality training and 
open access to career development will increase the ability of the state to 
retain its workforce. One of the critical areas of job satisfaction for 
employees centers on training and career development. Retaining quality 
employees is a necessity considering the investment by the state in 
recruitment, selection and job training. 
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The task force recommends the following steps for implementation: 


A. 


The Board of Human Resources shall collaborate with the 
Governor and agency directors to establish a statewide Policy 
Statement on Career Development and Training. 


Each agency shall develop a comprehensive implementation plan 
to carry out the policy. 


The Division of Human Resources shall act as a consultant to 
agencies to establish a comprehensive career development 
program. 


This process should be able to be implemented within one year of 
the time the recommendation is approved. 


39 


EFFICIENT OPERATIONS TASK FORCE 


Procurement! Legislation Recommendation 


Recommendation - Legislation 


Revise and consolidate procurement statutes into a uniform code that will support an 
effective and efficient procurement process. Major revisions include the following: 
increase the "no bid" limit, increase the formal bid limit, allow for negotiations, authorize 
the use of sole source, use multi-year contracting and increase the use of electronic 
information exchange. 


Background 


Responses to the survey issued by this task force during the fall of 1993, included many 
procurement process complaints which are directly attributable to the existing procure- 
ment statutes. Comments offered by the respondents specifically addressed the need for 
more flexibility and timeliness in procurement methods. As a result of the survey, the task 
force decided to evaluate the current procurement statutes. 


Many purchasing statutes were enacted over 50 years ago and do not provide for 
appropriate procurement techniques needed in today's business environment. This is 
‘particularly evident in the rapidly changing technology market. The statutes do not 
provide the flexibility needed to enact appropriate procurement procedures through 
regulations or rules nor to implement internal process changes that are needed to procure 
effectively and efficiently. 


The primary statutes that govern procurement are found in Chapter 34, Revised Statutes 
of Missouri (RSMo). Additional references which impact the procurement process are 
found in various other chapters of the statutes. Some of these directly impact the 
provisions of Chapter 34 by adding requirements to the procurement process such as 
approvals by certain agencies prior to procurement. Others refer to the contracting 
authority of individual state agencies. While certain of these statutes clearly provide 
agencies other than the Office of Administration's Division of Purchasing and Materials 
Management (OA/DPMM) with their own procurement authority, many other statutes 
contain ambiguous language. This results in misunderstandings and inappropriate 
application of procurement authority by the using agencies. 


| A glossary is included at the end of this report to assist with the understanding of the 
information presented. 
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Rationale 


Up-to-date procurement legislation will provide a mechanism by which the State of 
Missouri can serve the needs of its citizens in a more effective manner. It will allow 
flexibility and empowerment which would result in a streamlined bid process, reduce 
the cost of the bid process, and allow the State of Missouri to function efficiently in 
today's marketplace. During the course of the COMAP project, the task force has 
gathered procurement legislation information from other states. Many states have 
adopted legislation which is patterned after the Model Procurement Code which was 
developed by the American Bar Association. 


Implementation 


Specific recommendations for legislative changes are supported by data from other states 
as well as information from the National Association of State Purchasing Officers 
(NASPO), the National Institute of Government Purchasing (NIGP), and the Council of 
State of Governments. 


Appendix P is an initial draft of new legislation. The following is a summary of and 
supporting rationale for the major recommended changes to Chapter 34, RSMo, 


1. Increase the "no bid" limit to $5,000. 


The current no bid limit is set at $1,000. Research has shown that during the period of 
July 1, 1992 to June 30, 1993 (FY93) 34.8 percent of the request for bids issued by the 
OA/DPMM were below $5,000. This represented only one percent of the dollars spent 
while the cost of the procurement process represented 7.6 percent of the dollars spent. 
The state is investing a disproportional amount of resources to procure these low dollar 
supplies. A survey of state procurement organizations conducted in July 1994 by this 
task force indicated that 28 percent of the responding states have a no bid limit of $5,000 
or more, with the amount as high as $30,000 in some states. The recommended $5,000 
threshold is relatively conservative. 


2. Increase the formal bid limit to $25,000. 


The current formal bid limit is $10,000. During FY93, 56.9 percent of the request for 
bids issued by OA/DPMM were below $10,000. This represented only 2.4 percent of the 
dollars spent while the cost of the procurement process for these bids represented 5.3 
percent of the dollars spent. In line with an increase in the no bid limit a corresponding 
increase in the formal bid limit to $25,000 would be appropriate. Once again this type of 
change will allow for a concentration of resources on the large expenditures that require 
specialized expertise and where the economies of competition make the biggest impact. 
A survey of state procurement organizations conducted by this task force in July 1994 
indicated that 24 percent of the responding states have a formal bid limit of $25,000 or 
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more, with some states having a limit as high as $35,000. A review of a survey 
conducted by NIGP in 1991 indicated that only 4 percent of the states reported a formal 
bid threshold of $25,000 or more. This reveals a significant nationwide trend to higher 
formal bid limits. 


3. Authorize the use of negotiations during the procurement process. 


Of the states responding to the survey only ten (10) did not have the ability to negotiate 
during the procurement process. The qualitative benefits cited by the states surveyed 
included better technological and professional service contracts, reduction in law suits 
and protests and better quality products. Private industry almost universally negotiates 
purchases. 


The language recommended for this legislative change is adapted from the Model 
Procurement Code and is currently utilized by many other states. The task force 
recommends that rules be enacted to ensure adequate controls and that negotiations be 
allowed in the following procurement situations: procurement of highly technical 
equipment and services which utilize functional rather than technical specifications, sole 
source procurements and procurements in which all bids are rejected after review. 


4. Authority to utilize sole source procurements. 


In order to comply with the states’ current rules and regulations, bids must be solicited for 
supplies even if that item'can only be acquired from one source. There are only two 

other states, besides Missouri, that must also follow these restrictions. This is an 
unnecessary and wasteful use of resources which could be directed to more productive 
endeavors. In the proposed legislative change, sole sourcing would also allow the state to 
take advantage of special discounts which are available for only a limited period of time. 
Current statutes allow taking advantage of such discounts for food products only. The 
Department of Corrections has reported savings of approximately $710,000.00 during 
FY94 by utilizing special discount purchases for food items. 


5. Authority to utilize multi-year contracting. 


The recommended language for this statutory empowerment is adapted from the Model 
Procurement Code. By providing for the multi-year contracting option, the state will 
recognize savings particularly in those purchases which require a large initial investment 
by the contractor. Under the current structure, many vendors are unwilling to submit bids 
and make investments required to undertake a contract which may be for only one year. 
This limits competition and reduces the potential for cost savings. Also, those vendors 
that do submit bids present prices which are designed to recover all initial start-up costs 
during the original contract period of twelve (12) months or less. 
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While dollars will be saved as a result of legislative revisions, the real pay back will be 
measured in terms of increased efficiency and effectiveness. Legislation such as that 
proposed will alleviate many of the complaints voiced by state agency i cima during the 
survey conducted in the fall of 1993. 
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Procurement Automation Recommendation 


Recommendation 


Re-engineer the state's procurement process to fully automate the procurement function, 
including electronic invoicing, which could save the state a minimum of $24 to $26 million 
dollars (Appendix R). This estimate excludes significant savings of state agency dollars 
that are not quantified due to insufficient data of their procurement process, volumes, and 
activities. 


Background 


Procurement Activity 


The State of Missouri in fiscal year 1993 purchased an estimated $3.5 billion worth of 
products and services (Appendix S) from a minimum of 3,000 vendors. To date, it has 
been difficult to substantiate the total expenditure and the associated products and services 
acquired because of the inconsistency in multiple data sources and inadequate item level 
being either not available or improperly assigned. The Office of Administration's Division 
of Purchasing and Material Management's (DPMM) twenty-five (25) buyers purchased an 
estimated $300 million in products and services and assisted the agencies under the 
delegation of authority in acquiring an additional $500 million worth of procurements. An 
undetermined number of agency procurement staff members acquired, within their 
individual legislative authority, an estimated $2.7 billion of additional products and 
services. The State used approximately 618 statewide contracts for many of their 
purchases (Appendix T). 


The DPMM staff processed approximately 7,189 procurement related documents 
(Appendix U) with the majority (49%) of the documents being contract amendments. The 
level of procurement activity actually performed by procurement personnel in the agencies 
is unknown. 


DPMM issued 1,523 requisitions of less than $10,000 of estimated value which was 57% 
of the total requisitions with an average value of $4,657 (Appendix V). In addition, 
approximately 587 procurements resulted in a single bid. The number of similar 
requisitions and their average value issued by the agencies is unknown. 


The average Missouri DPMM procurement cycle in days is 48, 50 and 75 days for 
Invitation for Bids (IFBs), Request for Quotations (RFQs), and Request for Proposals 
(RFPs), respectively. The average time for the Missouri agencies to accomplish the same 
is not known at this time. 
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Currently the State of Missouri is not leveraging its purchasing power. The majority of the 
contract awards are for one year or less with the larger dollar volume contracts containing 
option years for renewals. While the state can clearly demonstrate that they consistently 
honor the contract including its option years, the end result is a long term agreement 
priced by vendors based on a one year contract versus better pricing that could be 
achieved for a multi-year agreement. In addition, less than 1% of their contract awards 
contain any price indexing to take advantage of changing market conditions that impact 
pricing. 


Communications with vendors and other procurement personnel depend very heavily on 
written communication and manuals that are cumbersome. This form of communication in 
a procurement environment tends to be very inefficient and time consuming resulting in a 
significant expenditure for paper and postage. Facsimile is also currently used on a limited 
basis to communicate with vendors for pricing, contract amendments, bid status, etc. 
DPMM's current total spending is approximately $64,000 annually for postage ($56,000) 
and paper ($8,000). The cost to the agencies is probably two to four times as high since 
they perform four times more procurement than DPMM. 


Statewide vendor performance assessment data is currently not collected, tracked or 
analyzed by DPMM in order to improve their services. In general, commodity contract 
awards in Missouri are based almost exclusively on low bid. As a result, the state 
sometimes buys unsuitable products which ultimately end up costing more. It appears that 
poor product and/or vendor performance in many cases is being ignored either because the 
required statewide vendor performance data is not collected; not all procurement 
personnel understand what action to take with DPMM's support to deal with quality 
problems; or failure to take action against poor performing products and vendors in the 
past has created an environment that validates the poor performance. Failure to collect this 
data statewide could easily be masking severe performance shortfalls because they appear 
as isolated problems. 


The State currently uses facsimiles on a limited basis. An Enhanced Fax Service will 
significantly improve the speed and efficiency of communications with other procurement 
personnel and the vendor population. This technology has the-ability to broadcast a single 
message to multiple locations simultaneously with a single input of the document. Clerical 
time is no longer spent inputting a fax document multiple times and waiting for each 
document to be received before inputting the next one. The number of fax machines can 
be reduced by faxing documents directly to existing personal computers rather than fax 
machines. 
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Task Force Focus/Study Process 


The efforts of the task force members focused on how best to improve client perception of 
the overall efficiency, effectiveness and customer/client focus of the procurement process. 
The primary source for potential areas of improvement were responses received from 
approximately 200 state employees responding to questionnaires. While the responses 
were anonymous, the respondents were not randomly selected but were chosen by the 
department heads to participate in the process. 


Listed below are some representative comments from surveyed state employees which 
illustrate their perspective as both users and clients. Below are some of their concerns 
relative to their experiences when purchasing goods and services: 


- Finding out what is on state contract is very expensive, time consuming and not 
always updated. 

- Checks and balances are necessary but the process is cumbersome and difficult to 
monitor when steps in the process are unnecessary or repetitive. 

- Department purchasing personnel desire more accountability and would like 
purchasing thresholds increased. 

- The current process is too slow for acquiring technology products and services. 

- Procurement awards based on the lowest bid are not always the best bid when 
the product or services acquired is not the best to accomplish the job because it 
is of poor quality or does not meet the required specification. Vendors need to 
be accountable and responsible for failure to perform. 

- Multiple year contract awards for selected products and services could improve 
procurement operations by saving paper and time. 

- State purchasing power leading to lower bids can be achieved by permitting 
increased purchasing of items from statewide contracts. 

- Increased use of boilerplate language in bid documents will reduce bid 
turnaround time. 


The majority of the project analysis work centered around procurement operations and 
processes of DPMM and their impact on the agencies and institutions they serve. The task 
force did not attempt to redesign the internal processes of agencies and institutions but did 
analyze their interaction with DPMM functions to achieve a greater understanding of 
customer procurement automation needs. 


The project reviewed and analyzed re-engineering efforts underway in other states, 
primarily Texas and Oregon. Automation of the procurement process in these states has 
improved worker productivity by streamlining processes; provided easier access to 
information and tools required to perform procurement in an efficient manner and reduced 
the operating expense of procurement saving substantial dollars. 
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Rationale 


Procurement is too important to remain a bureaucratic, paperbound, lengthy 
"afterthought" in government operations. Given the need for increased accountability for 
expenditures of taxpayer dollars and improved customer focus, effective and efficient 
purchasing should be seen as a major strategic business issue. The procurement process 
recommendations outlined in this report should be viewed both as a chance to save 
taxpayer dollars and an opportunity to give state workers the tools and increased authority 
and accountability to adequately perform their jobs. 


The re-engineered solution requires a statewide commitment to support redesigns and 
modifications to business processes and support systems. The proposed changes will fully 
automate the procurement process including the requisitioning, receiving and payment 
processes. The new system does not require nor is it desirable to replace systems existing 
at many of the agencies. Agencies could continue to use their current system as long as 
critical purchase order, accounting and receiving procurement data is reported to a central 
statewide computer system on a real time basis. While the existing Missouri Automated 
Procurement System (MAPS) operates on a central mainframe computer, a client/server 
technology platform appears to be a more appropriate vehicle to support the re-engineered 
system. It is important to note that the states of Oregon and Kentucky have chosen the 
client/server approach because they have found it to be more cost effective, easier to 
maintain and provides greater flexibility for supporting a dynamic procurement 
environment where government procurement personnel and vendors need real time access 
to data to improve procurement of products and services within their states. 


One of the more important system requirements is an integrated statewide procurement 
system that captures pertinent information on all agency and DPMM purchases. Proactive 
use of that data will improve the quality, cost effectiveness and efficiency of the process. 
However, such a system cannot be implemented without the cooperation of DPMM and 
all state agencies. 


Integrated statewide procurement data should be used to structure flexible, market 
sensitive contracts that would allow the state to take advantage of any increase/decrease in 
prices while maintaining volume buying discounts. Currently, most state contracts are 
short term agreements with prices generally fixed for the length of the contract. Less than 
1% of existing contracts awarded in 1993 and 1994 (through April) contained any 
indexing of pricing which would enable the state to take advantage of favorable changing 
market conditions. It is important that this data be used to establish favorable contract 
terms, length, and pricing which will ultimately reduce the frequent rebidding of low dollar 
purchases, This kind of activity exhausts resources that could be better utilized 
developing new contracts or strengthening the performance of existing contracts. 


The State of Missouri is not maximizing its volume purchasing power. The state's ability 
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to accomplish this is hindered because MAPS is viewed as difficult to use and it does not 
provide item level product and services detail with appropriate clarity to identify what was 
purchased within a broad category of products and services (i.e. office supplies, other 
items). The agencies and DPMM must plan and execute their purchases on a coordinated 
scheduled basis in order to successfully leverage its total purchases. However, maximum 
leverage occurs by creating and fostering a more competitive environment among all — 
vendors. This can best be achieved by providing vendor access to the procurement system 
so that they can access and review all vendor's bid prices, terms and conditions for all past 
and current awards. 


The State of Oregon has implemented a client/server procurement system, at an estimated 
cost of $478,000 (Appendix W), which provides vendor access and creates the kind of 
competitive climate between vendors that has saved Oregon approximately $21.5 million 
(9% reduction in product/service cost) in its first two years. Achieving this kind of 
savings in the State of Missouri would be difficult because the current state procurement 
system, would require substantial system development cost for hardware and software 
which may exceed the total cost of the Oregon system. In addition, the cost of providing 
vendor access and ongoing mainframe maintenance on MAPS will be significant and the 
system will still not provide the flexibility inherent in a client/server system. 


The quality of vendor performance for product and service delivery should be analyzed 
using integrated statewide procurement data. Failure to monitor delays in delivery and the 
quality of the products/services leads to excessive inventory cost because supplies are 
over-ordered to ensure their availability. 


Electronic processing of invoices (receiving and paying invoices via secured electronic 
methods) provides a tremendous potential opportunity for the state to achieve significant 
cost savings and improve their cash flow on state revenues. For those vendors who can 
either not afford the cost of acquiring the necessary Electronic Data Interchange (EDI) 
hardware and software or choose not to participate in full EDI implementation should be 
required to accept some other state recommended option of electronic invoice processing. 
Other options available for vendors choosing not to participate in full EDI implementation 
are to accept an electronic invoice to facsimile or electronic mailbox delivery of the 
invoice. During the award evaluation process, the level of electronic invoice processing 
supported by the vendor would result in additional contract award evaluation points being 
assigned. 


Industry studies estimate that the cost to process invoice information (including labor and 
postage) exceeds $10 per invoice. EDI can lower this cost to between $2-4 per invoice 
and reduce time delays associated with data entry. Furthermore, timely receipt and 
dissemination of information may decrease stock outages and the need to carry and 
warehouse large inventories of products. EDI can also be used to quickly keep price 
listings updated with frequent vendor price changes. 
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Implementation 


The following implementation time line is recommended. All dates identified are calendar 
year. 


4th Qtr 1994 Determine new system requirements and complete cost analysis 
versus implementation on MAPS. 

4th Qtr 1994 Implement Enhanced Fax. 

3rd Qtr 1995 Funding approved for client/server system. 

3rd Qtr 1995 Negotiate purchase of software and implementation support from 
State of Oregon. 

3rd Qtr 1995 Contract with State of Oregon for implementation and training 
support. 

3rd Qtr 1995 Implement Electronic Bulletin Board and Electronic Catalog. 

4th Qtr 1995 Implement Electronic Invoice Processing. 


The cost analysis of MAPS versus a client/server solution will require funding for a study. 
However, another alternative may be to solicit support from Management of Information 
Systems (MIS) personnel in the private sector to complete the study at no charge to the 
State. 


A successful implementation will require the involvement of accounting, agency, and 
DPMM personnel. This plan should be shared with accounting immediately so the impact 
can be incorporated into the current Division of Accounting plans associated with 
potential modifications to the SAM system. 


Client/Server Implementation 


The state should implement a client/server system (Appendix X) similar to the Oregon 
system but enhanced to incorporate additional procurement automation functions (i.e. 
EDI) that are not currently part of the Oregon system. It is estimated that the new system 
for Missouri would cost $400,000. Assuming that Missouri procurement savings would 
equal the overall savings Oregon has experienced ($21.5 million), the payback of the 
expenditure could be as little as 5-6 months. The cost of Oregon personnel to support 
implementing the system, including an initial level of training support and system software 
has been included in the above estimated cost. The system will provide direct system 
access for vendors either from their corporations or from public libraries, motor vehicle 
license locations or other state office locations. Currently proposed and/or approved 
funding for motor voter and automatic library access programs would provide most of the 
equipment for small vendors to access the system provided they have access to a personal 
computer. The personal computer software to access the system would be furnished free 
of charge by the state on diskettes similar to the Oregon implementation. 
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Electronic Catalog 


An electronic state contracts catalog will be an integral part of the new system. The 
catalog will be accessed electronically by all state procurement personnel enabling them to 
ascertain whether or not specific goods and services are available on state contracts. The 
system will include information on vendors, price levels, contract terms and other 
associated procurement data. The catalog will provide key word search capability and, 
menu listings of products and services to make the system easy to use. The electronic 
nature of the catalog will make updating it easy and the content more accurate and timely. 
Providing this capability will help to alleviate the agencies' concerns that specific products 
and services on state contracts are not easy to locate and often the associated information 
is outdated. The associated expense and savings are the same as mentioned above under 
client/server implementation. 


Electronic Bulletin Board 


An electronic bulletin board should be implemented to improve communications between 
the vendors and state procurement personnel. This form of communications will be very 
similar to the one implemented in the State of Oregon. The bulletin board will be 
universally available to state procurement personnel and the vendor population. Vendors 
will be able to use.a Personal Computer (PC) and a modem to access the system and 
acquire all procurement related data on all bids. By publishing IFBs electronically, Oregon 
has been able to eliminate bid lists, decrease unresponsive bids, improve historically 
underutilized business participation and save approximately $150,000 in reduced paper 
and postage expense. Missouri can achieve and exceed similar savings levels with this 
approach. DPMM is currently spending an average of $56,000 annually on postage only. 
The total expenditure statewide for postage and paper used in support of the procurement 
functions both in the agencies and DPMM is unknown. The additional cost of 
implementing this solution is mail box charges of $3 per month, $500-$2,000 one time 
access charge for software; and usage charges of either $.30-$.50 per page (sender pays) 
or $.50 per minute (sender or receiver pays). 


Electronic Invoice Processing 


EDI should be implemented using both host based and value added network (VAN) 
technology. This approach will allow vendor choice in how they choose to support EDI. 
Not only has the VAN proven to be a cost effective transmission method but it eliminates 
the need for all vendor, procurement and accounting personnel to use the same 
transmission software and protocols. VANSs will also allow for greater efficiency because 
senders can transmit data to multiple receivers during a single transmission session. 


Full EDI implementation eliminates all paper and expedites timely delivery of merchandise. 
It has proven less expensive overall than mail, fax or paper processing. A major cost of 
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implementation is a translator (software) which can range in cost from $1,000 (PC based) 
to $50,000 (mainframe based). It also typically costs about $.27 per 1,000 characters to 
send or receive an EDI document. EDI to fax conversion cost for vendors choosing not 
to implement full EDI is estimated at $1.00-$1.20 per document. Based on an estimated 
range of 317,000 to 634,000 warrants processed annually by the State of Missouri, the 
overall savings associated with EDI implementation could range from $1.9-$3.8 million 
excluding procurement resources that would no longer be required to participate in 
manual processing of invoices. 


Quality Improvement Through Automation 


Automation must be used in a proactive manner to improve knowledge and easy access to 
procurement data including agency activity. 


The new system must track both the quality of vendor product/services and the delivery. 
Those vendors who consistently fail to meet state established standards should be removed 
from the bid list for a specified period of time. The current ten (10) day delivery interval 
for volume commodity purchases in the State of Mississippi should become the standard 
for Missouri. . 


Automation will decrease the procurement cycle time. It is recommended that the state 
establish an objective to reduce current Missouri procurement cycle time for RFPs (75 
days), RFQs (50 days), and IFBs (48 days) by 35% within six months of installation on the 
new system. 


Encourage all state procurement buyers to use the enhanced fax to personal computer. 
This service will be used for inbound and outbound fax service delivery to vendors and 
other state employees. The cost for this service is $210 per personal computer for 
software and $13 per month for a mailbox. The cost of a fax page will average about $.45 
to send and $.54 to receive. The reduced cost of paper, the increased efficient use of 
clerical time and the reduction in the need for facsimile machines will more than pay for 
implementing this service. 
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Procurement Partnership Recommendation 


Recommendation 


Develop a strong partnership between the Office of Administration's Division of 
Purchasing and Materials Management (OA/DPMM) and the departmental procurement 
functions so that periodic reviews of the procurement processes will be performed with 
the goal of eliminating inefficiencies, improving communications and improving 
procurement effectiveness. 


Background 


The fall 1993 survey of State of Missouri managers conducted by this task force found 
substantial dissatisfaction with procurement procedures, working relationships, and 
operations. Concerns centered around a lack of responsiveness, insufficient training, 
unavailability of information and unnecessary delays in processing. The unwieldy Missouri 
Automated Procurement System (MAPS) was generally criticized. Many of the concerns 
identified by the survey are addressed in the recommendations related to legislation and 
automation. The task force believes that while legislation and automation will provide a 
strong foundation, additional procedural changes will also be necessary. 


The task force has identified a list of process changes which will eliminate duplication of 
effort, unnecessary paperwork and inconsistencies in application of internal policy and 
procedures of the Office of Administration's Division of Purchasing and Materials 
Management (OA/DPMM). The OA/DPMM has already begun implementation and 
review of many of these internal process revisions. 


The most critical problem remains that of improving communication between the using 
agencies and OA/DPMM. Due to the current level of decentralization, there are multiple 
and often duplicate procedures and systems in place that provide no added value in terms 
of efficient and cost effective procurement. 


As part of the COMAP process, the task force held focus group meetings with division 
directors and procurement officers from each department. The meetings achieved the goal 
of establishing the basis of communication for a procurement partnership. As anticipated, 
the department personnel shared various ideas related to improving the procurement 
process and developing enhanced interdepartmental communication. A summary of the 
ideas presented at these meetings is included in Appendix Y. 
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Rationale 


The focus group meetings which were held under the auspices of the COMAP project 
proved valuable in establishing a new level of communication between the using agencies 
and OA/DPMM. It became evident that open and frequent communication would be 
beneficial to both OA/DPMM and the using agencies. As a result of the meetings several 
opportunities for better coordination have been identified and several are already being 
practiced. 


Implementation 


The responsibility for the implementation of a Procurement Partnership Program will rest 
with OA/DPMM in the role of leader and facilitator. The program will require the 
cooperation and ongoing involvement of all departments. An endorsement from COMAP 
will aid in lending validity to the program. 


Implementation of the program should not require additional personnel. The passage of 
legislation recommended elsewhere in this report will allow existing personnel to redirect 
their time to accomplish the objectives of the program. Time now spent on routine, low 
dollar procurement procedures can be utilized to establish, manage and ensure the ongoing 
success of a partnership program. 


Some of the specific recommendations offered by the focus groups (Appendix Y) can be 
implemented immediately. These would include an updated list of buyer assignments, an 
updated PD71, an order/vendor report card and assignment of a buyer liaison. 
Implementation and ongoing operation of these recommendations can be accomplished by 
existing OA/DPMM personnel. 


Other recommendations such as training classes and manuals would require more time and 
resources that will not be available until after the implementation of the recommended 
legislative changes. At that time, volunteers will be solicited from the personnel currently 
serving on the existing Purchasing Committee and the Financial Management Advisory 
Council in addition to OA/DPMM personnel. These personnel will initially meet on a 
monthly basis to identify projects and to set priorities. After the recommended programs 
are implemented, the committee would meet less often or on a project specific basis. 
Partnership programs will need to be periodically reviewed and additional projects 
suggested by the Purchasing Committee and Financial Management Advisory Council. 
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While potential savings in terms of dollars cannot be predicted there is a strong 
expectation that implementation of Partnership Programs will result in the provision of 
better service to the using agencies by eliminating conflict, duplication, and inconsistency. 
Implementation of this recommendation will also result in better coordination of 
resources, thus increasing the efficiency and effectiveness of the procurement process. 
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APPENDICES 


EFFICIENT OPERATIONS TASK FORCE 


Appendix A 


State of Missouri 
Program Cost Analysis 


Introductory Information 


Department: 
Division/Program/Section/ Unit: 
Program (if more than one, list all): 
Name and Title of Contact Person: 


Telephone and Fax number of Contact Person: 


Part I 


Please respond in the spaces provided below. If additional room is needed, attach as many 
pages as are necessary. 


A. 


In what year did the State initiate this program? Identify the specific problems that 
are addressed and explain why state government was chosen to address the problem. 
Identify and cite all enabling legislation or authorization. 


Is the current program addressing the same problem identified at program inception? 
If a different rationale exists, identify it and the circumstances which caused this 
change. Identify and cite applicable legislation. 


Explain and quantify the current program objective(s) and the results to be achieved. 
Include a discussion of any significant programmatic changes that have occurred 
since program inception. This would include both changes in resource reve 
(financial\personnel) and program objectives. 


Identify and quantify the clientele of this program and the benefits which accrue to 
the clientele as a result of this activity. "Clientele" refers to the entity or people who 
are the beneficiaries of this activity. In some cases, the "clientele" will be the state 
(e.g., audits to assure that overpayment are not being made to payees); in other cases 
it will be individuals or entities (Women, Infant & Children program recipients or 
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those seeking permits). 


List and describe the major tasks of this program and include the following for each: 


1. the primary objective(s) the task meets. 

2 quantitative measures of the task output or result. 

3. the Full-time equivalent postion (FTE) resources used to achieve that 
output. 


Identify the programs in other departments or agencies which are programmatically 
related to the program(s) you are analyzing. Discuss the results of your contact with 
those responsible for other programs and the recommended resolution. Identify the 
person with whom you had contact. 


Attach an organizational chart for this program which shows its relationship to other 
programs within the Division\Program\Section and the entire department. This chart 
should identify each FTE and classification level within each of the primary 
organizational units affected by this analysis. 


PART II 
Recommended Option 
1. Describe, in detail, your recommended option to privatize, eliminate, retain, 
consolidate, or modify the program and explain the rationale for this 
recommendation. This discussion should include any quantitative measures 
that support the recommended option. This option should also be 


substantiated by the information supplied in Part I. 


2. If the option is anything but eliminate, explain and justify why the program 
should continue to be a state responsibility. 


3, If the decision is to retain the program in its present form go to Part II 
and provide the cost information. 


Potential Challenges 


Discuss in detail all of the following actual or potential challenges to 
implementation and how you propose to resolve each: 


a. 


b. 


legal constraints to implementation; 
liability issues; 

confidentially issues; 

employee or labor organization issues; 


any other opposition or challenges to the implementation of the 
recommended option not already discussed. 


2. Identify and discuss similar actions taken by other entities (private, local, 
state, federal) and how you will avoid any problems/failures they experienced. 
3. Do you know of any major changes which will occur in this program in the 
next three fiscal years? If so, describe how your recommended option will 
deal with these changes. 
J. Implementation 
1. Discuss your implementation plan: 


a. 


specify each step necessary for a successful transition to the new 
structure; 


specify a time-table for each step; 


identify all who need to be involved in each step (include the 
legislature, as appropriate); 


include the number of positions which remain (including, for each 
position, its title and level and a description of the work to be done); 


explain why each proposed remaining position is not being 
recommended for elimination; and 


provide the number of positions which would be eliminated 
(including, for each position, its title and level and a description of the 
work that was done by that position). 


If implementation includes contracting: 


a. 


b. 


discuss the availability of vendors\purchasers; 
discuss the ability to easily switch from one provider to another: 
identify the criteria for the selection of a contractor. 


if not previously identified, precisely identify each task to be 
performed, and the deliverables/outcomes and the time frames for 
delivery; 


if not previously identified, define the required quality of the 
product/service to be provided by the contractor; 


if not previously identified, discuss whether the contractor may change 
the level or type of product/service or the delivery of the 
product/service; 


describe proposed re-award procedures and the performance post-audit 
procedure or evaluation to be implemented. Include as part of this 
discussion the time frame PRIOR to the expiration date of the contract 
by which an audit/evaluation must be completed to determine whether 
the contact should be continued or renewed. If no audit procedure or 
evaluation is needed, explain why it is not needed; 


discuss/describe any unique contractual provision needed to 
implement the recommended option. 


Describe the actions you will take to facilitate participation by current 
employees and labor organizations (including first right of refusal provisions) 
and to seek out women/minority/handicapped businesses in the contracting 
process. 


If the sale or lease of State-owned real property is under consideration, answer 
the following questions: 


a. 


describe the property being proposed for sale or lease (including the 
legal description and a map showing the location and size of the 
parcel); 

if a building is to be sold or leased, describe the building, including the 
purposes for which it was built and subsequent uses); 

identify any environmental problems/issues and discuss how they 

will be resolved; 


M. 


d. describe how you determined the State's future foreseeable need for 
this property (5-10 years in the future) as part of a decision to 


sell/lease this property; 

e. describe how you determined the State's future foreseeable need for 
this property (1-5 years in the future) as part of a decision to sell/lease 
this property; 

f. describe foreseeable problems with the sale/lease of this property and 


describe how you proposed to resolve them. 


5. If the sale or lease of intellectual property is under consideration, answer 
the following questions: 


a. discuss the relevant issues (copyright/patent/trademark, etc. ); 
b. describe how you determined the State's future foreseeable need for 


this property (5-10 years in the future ) as part of a decision to 
sell/lease this property; 


Cc. describe how you determined the State's future foreseeable need for 
this property (1-5 years in the future) as part of a decision to sell/lease 
this property; 

d. describe foreseeable problems with the sale/lease of this property 


and describe how you proposed to resolve them. 


Monitoring 


Discuss in detail how you will monitor the program as it would exist after the 
implementation of the recommended option. Include in this discussion the number of 
positions which will be used for monitoring (including, for each position, its title and 
level). 


Risk Factors 


Discuss potential risks associated with the implementation of your recommended 
option not otherwise discussed in section I. Risks include, but are not limited to, 

the potential creation/perpetuation of a private sector monopoly and estimates of 
the restoration cost if the state had to reestablish the activity with state employees, 
or reacquire sold assets or comparable assets. These costs could include both annual 


and one-time start-up costs. 


Other Analyses 
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Include here any other analyses or information you believe appropriate which has 
not been addressed in your responses thus far, other than the financial and cost 
information which is to be provided in Part III. 


PART III: ACTIVITY COST REPORT 


For the recommended option, complete one set of the cost analysis' schedules (Schedule 
#1-Section #4) for each program being analyzed. Please provide, as appropriate, 
explanations and\or back up detail regarding the cost or revenue data included on 
each schedule. Attach additional sheets as necessary. 
COST ANALYSIS INSTRUCTIONS 

The cost analysis section requires the completion of the following schedules: 

Schedule #1 Summary/Contract Cost. 

Schedule #2 Annual Direct & Indirect Cost. 

Schedule #3 Conversion Cost/Revenue. 


Schedule #4 Equipment/Asset Data. 


In addition to the cost information included on each schedule, include the program funding 
sources by the following general categories: 


General Revenue 
Federal Funds 
Restricted Funds 
Local/Private Funds 


Schedule #1 - SUMMARY/CONTRACT COST 


Provides a summary of costs and revenues presented on Schedules #2 & #3. 


This schedule includes specific sections for the recommended program option; privatization, 
elimination, consolidation, modification or retention. Complete the appropriate section. 


Please attach the necessary documentation to explain any unique situations. 
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Schedule #2 - ANNUAL DIRECT & INDIRECT COST 
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Provide the annual direct and indirect cost of the program under study. 


Please attach, if necessary, any explanation of any unique circumstances in determining the 
costs. 


The current annual direct and indirect cost for the program under study are to be separated 
into unavoidable and avoidable. These costs are defined as follows: 


Annual Direct Annual expenditures for a program. Including all funded positions, 
State Cost: whether filled or unfilled. 


Unavoidable Cost: Annual expenditures for an activity that will continue regardless of 
privatization, elimination, consolidation, and modification. Including 
all funded positions, whether filled or unfilled. 


Avoidable Cost: Anticipated fiscal year expenditures for an activity that will be shifted 
to the private sector. 


Direct Costs: Those costs that can be identified specifically with one segment of the studied 
activity (a product, a service, a program, a cost center or an operating unit) 
and which are incurred for the sole benefit of that segment. 


FTE: Full-time equivalent position. 

Salaries: All compensation paid to employees. 

Fringes: Includes the state's expenditures for all insurance, retirement, and 
FICA. 

Travel: Includes expenditures for employee travel cost. 

Expenses: Expenditures for contractual services, and ongoing staff expenses (not 


included in travel above). 


Equipment: 
Purchase Includes expenditures for equipment purchases. 
Lease Includes expenditures for equipment leases. 
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Space Rent: 


State Includes expenditures for renting state owned facilities. 
Private Includes expenditures for renting privately owned facilities. 
Other Direct: 


Depreciation Annual depreciation of a fixed asset directly related to the studied 
activity. 


Contingent Items which may become liabilities as a result of conditions 
undetermined 

Liabilities at a given date such as guarantees, pending law suits, judgments under 
appeal, unsettled disputed claims, unfilled purchase orders and 
completed contracts. 


Other Any other expenditure that is directly attributable to providing the 
studies activity and not included in the previous categories. 


Indirect Cost: Those costs that are: (a) incurred for a common or joint purpose 
benefitting more than one segment, and (b) not readily assignable to 
the cost objectives specifically benefitted. 


The term "indirect cost" as used herein, applies to costs originating 

in the department producing the product or providing the service, as 
well as those incurred by other departments in supplying goods, 
services and facilities to the product or service producing department. 


Indirect cost should be distributed to benefitting cost objectives 
(products, services or programs) on bases which will produce an 
equitable result in consideration of relative benefit derived. 


Using this definition, complete Schedule #2 for current, unavoidable 
and avoidable cost for each cost category (e.g., FTE's, square footage 
occupied, etc.). 


In the department overhead category, the operation's indirect cost 
incurred in support of the studied activity by the supervisory 
workforce one level above the studied activity (e.g., if the area being 
studied 1s a division, the supervisory workforce one level above is the 
office or bureau). 


Schedule #3 - CONVERSION COST/REVENUE 


ICM CN eT ee ee eee 


Provide an estimate of any possible conversion cost and/or conversion revenue. The 
costs and revalues to be included in this section are those considered to be one-time costs 
or revenues, costs that will continue as a result of privatization or items that are short 
term in nature, such as unemployment compensation paid to any laid off employees, the 
payoff of accumulated annual leave and the sale of any state assets. 


Please attach the necessary documentation to explain any unique situations. 
In the one-time conversion cost portion of the schedule provide the following: 


Annual Leave: An estimate of the one-time cost associated with the payoff of the 
annual leave balance of terminated employees. The maximum number 
of payable hours is based on the total state service hours. 


Deferred Hours: An estimate of the one-time cost associated with the payoff of any 
deferred hours accumulated as a result of the state plans. 


FICA/Retirement: An estimate of the one-time cost for the State's share of Federal 
Insurance Contribution Act (FICA) and retirement payments 
associated with the payoff of annual and sick leave balances. 
Retirement is paid on annual leave balances up to a maximum of 
240 hours. FICA is paid on all balances up to the federal income 


limits. 

Unemployment: An estimate of the one-time cost for unemployment compensation 
paid laid off employees. 

Other: Any one-time cost associated with a privatization, conversion, 


modification or elimination. For example, this may include fees for 
early termination of a rental agreement. 


In the continuing conversion cost portion of the schedule provide the following: 


Monitoring: This would be costs associated with the monitoring of the privatized 
or contracted program. 


Lost Revenue: Any loss in state revenue above that which is identified as a source 
of financing on Schedules #2. 


Other: Any other possible cost. 
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The items included in this portion of the analysis may be difficult to determine. However, 
these items need to be presented. Include here any revenue generated by the activity that is 
not directly used for program support and is deposited into the general revenue fund or any 
other fund. Also include an explanation of assumptions and method used to arrive at the 
estimates included in this portion. 


The conversion revenues portion of the schedule provides for documenting the sale of any 
assets of the program under study. Follow the standard procedure for disposing of state 


assets. 


If the asset is to be leased, include the expected revenue from the lease in the "other" 
category under conversion revenue estimate. 


Schedule #4 - EQUIPMENT/ASSET DATA 


Provide the data required to make the conversion revenue estimate. 


Type of Asset: Identify the asset and indicate if it is owned or leased. 
Number: Indicate how many of the type of asset are owned or leased. 
Cost: Indicate the cost of the asset(s). This is the original purchase price 


if the equipment is owned and expected purchase price if the 
equipment needs to be purchased. 


Date Acquired: If already owned or leased, indicate the date(s) acquired. 
Asset Life: Indicate the asset(s) useful life. 


Appraised Value: _ If already owned, indicate the appraised value. 


Expected Sale If the asset is owned, indicate the expected sale price. Include this 
Price: revenue on Schedule #3 under one time conversion revenue. 
Other Cost: This will include other cost associated with the disposal of assets. 


This could include appraisal costs or lease termination payments. 
Include cost on Schedule #3 under one time conversion cost. 


Please attach the necessary documentation to explain any unique situations. 
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SCHEDULE 1: SUMMARY/CONTRACT COST 


Department: Contact Person: 


Program/Activity: Song a 
ax Number: 


PRIVATIZATION: 


A. ANNUAL CONTACT COST (A=Actual; E=Estimated) 
B. MONITORING COST (From Schedule 3) 
C. OTHER CONTINUING CONVERSION COST (From Schedule 3) 


D. ONE TIME CONVERSION COST (From Schedule 3) ST  e 
E, TOTAL (A*B+C4D) | ees 


- F, AVOIDABLE COST (From Schedule 2) | 
G. CONVERSION REVENUE (From Schedule 3) 
I. TOTAL FIRST YEAR SAVINGS/COST (E-H) 


ELIMINATION: 


A. ONE TIME CONVERSION COST (From Schedule 3) 
B. AVOIDABLE COST (From Schedule 2) fe | 
C. CONVERSION REVENUE (From Schedule 3) PC 


D. TOTAL (B+C) 
E. TOTAL FIRST YEAR SAVINGS/COST (A-D) 
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MODIFICATION/CONSOLIDATION: 


A. MONITORING COST (From Schedule 3) 


H. TOTAL FIRST YEAR SAVINGS/COST (D-G) 


RETENTION: 


A. ANNUAL DIRECT STATE COST Ls acimasateaesmmemmnanl 
B. ANNUAL INDIRECT STATE COST 7 ae 
C. TOTAL COST (A+) ee 
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SCHEDULE 2: DIRECT AND INDIRECT COST 


DIRECT COST 
Fringes 


Expenses 
Equipment Purchase 


Private Space Rent 


State Space Rent 


Contingent Liabilities 
Other (Identify) 


ANNUAL ANNUAL 
ANNUAL DIRECT AVOIDABLE AVOIDABLE 
STATE COST STATE COST STATE COST 
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ANNUAL 


ANNUAL 
ANNUAL INDIRECT UNAVOIDABLE AVOIDABLE 
INDIRECT COST STATE COST STATE COST STATE COST 


[Deparment Overnead | f 
a 
ee 
Re 


TOTAL INDIRECT 
COST: 


ee 

PAD SAE SANT SSO 
Ee 
[Rewited rds | | 
Ltocavrivate Ponds | 


EXPLANATION (use additional sheets if necessary): 
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SCHEDULE 3: CONVERSION COST/REVENUE 


FINANCING 
[GF-GP, Federal (F), 
ONE TIME CONVERSION CONVERSION COST Restricted (R), Local/Private (LO)] 


panna ewe 
a 
a 
[Urempoymest PP 
porter identity PP 
[TOTAL ONE TIME CONVERSION 


[comemsccvmmscor | 
Montorog 
[test Reve PP 
eC 


TOTAL CONTINUING 
ee 


CONVERSION REVENUE 
ESTIMATE 


a 
[ime 
a 
a a 
—— 
LT 
[roraL naveneesmmare |__| 


EXPLANATION (Use additional sheets if necessary): 
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EQUIPMENT/ASSET DATA 


SCHEDULE 4 
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if necessary): 


EXPLANATION (Use additional sheets, 
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Department Print Shops 


Volume and Labor Levels 


In May of 1994, COMAP staff conducted a detailed survey of several departmental print 
shops. The results of that survey are attached (Appendix C) with summary information 
listed below. 


In each case the FTE and print volume levels listed by the departments are displayed. 
Productivity levels per FTE are then arrived at by dividing print volume by FTE's. 


Elements that impact (detract from) productivity such as binding operations, challenging 
print formats, etc. are assumed to be present in all print shops and are, therefore, not 
considered individually. 


Print and Monthly Monthly Print 
Bindery Print Volume Volume (Pages) 
Department FTE's and (Pages) Per FTE 
Supervisors 


(comevaion | cron |e 
[Socal Sevies +2 | sooo | 00300 
[Naiond Guwé “3 | at0000 | rom00 


Elementary and Secondary 

Education 3 700,000 233,333 
Office of Administration 

(State Printer) 45 24,583,500 546,300 
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Contents: 
1) Explanation of Methodology 
2) Summaries of Print Costs (16 pages) 
3) Litho and Quick Copy Printing Costs Footnotes 


4) Completed Print Surveys (2 pages each): 
Department of Conservation 
Missouri State Highway Patrol 
Division of Employment Security 
Highway & Transportation Department 
Department of Social Services 
Missouri National Guard 
Department of Elementary and Secondary Education 


5) Summary of Savings 
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Explanation of Methodology 


Data Collection Methods: 


In May of 1994, COMAP staff surveyed several departmental print shops. Included in 
the survey were responses on print related floor space, equipment, labor, volume, 
supervisory staff, etc. (see Litho and Quick Copy Printing Costs attachment to this 
appendix). In each case, departments provided the data which was then independently 
verified via the State of Missouri's Official Manual for fiscal year 1993-94. 


Proposed Equipment: 


In the case of each department print shop, State Printer will retain those units that are 
uniquely suited to applications in those departments. Units that are more generic and 
overlap capabilities already offered by the State Printer will be liquidated via surplus 
stores or another method agreeable to the user department. 


Specific equipment configurations are being developed by State Printer but should be 
reviewed and agreed to by State Printer and the COMAP implementation team. 


Labor Configurations: 


Current departmental print operations (departments listed on Appendix B) involve 41 
FTE's. State Printer is recommending that 18 of the FTE's be retained and transferred to 
the State Print workforce. It is recommended that those transferring would be of the 
highest seniority to assure that State Printer could retain the most knowledgeable and 
skilled workforce available. 


Those not transferred to State Print should be retrained by their departments and used to 
replace the estimated 8% of the state workforce who leave annually due to attrition. 
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State Printing Center| 


Annual Litho Print Costs 


SNAG AN NN IRR OLLIE DOOR EAN Oe SSL RENIN: 


"08/09/94 


SOR TT RENE eae 


Fixed Costs 


Equipment Depreciation (1) $ 84,761 
Direct Labor Cost (2) 648,576 
Fringe Benefit Cost (3) 204,493 
Floor Space (4) 139,151 
Utilities & Telephone (5) 32,999 
Insurance (6) 0 
Equipment Maintenance Agreements (7) 109,694 


Total Fixed Costs ; $1,219,674 
Variable Costs 


Overtime Labor (8) $ 49,511 
Parts repair/replacement (9) 26,006 
Litho Plates 

Metal (10) 65,882 
Film negatives (11) 64,737 
Consumable supplies (12) 100,406 
Paper (13) See footnote 


Total Variable Costs $306,542 


Total Costs $1,526,216 | 
Total Impressions 228,106,961 | 
Average Cost Per WS SO $0.00669 | 


SRN RT oan PAU eT R ERE LED REDS SOR ALAR COO COS OOO TOC OO ONO OO SRETT NET M EN ET USSCOT OCU S OCU 


smeshnateenepeteleeeRieareeceeroanstaterecetetencectonsenseencenes SR SSCS OOOO OCT ITN 
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State Printing Center | 


Annual Quick Print Costs 


ot) e' 
Be OOOO OOOO OO OR ON Ny 


Fixed Costs 


Equipment Leases & Depreciation (1) $ 194,410 
Direct Labor Cost (2) 201,900 
Fringe Benefit Cost (3) 62,112 
Floor Space Utilities & Telephone (4) (5) 40,514 
Insurance (6) 0 
Equipment Maintenance Agreements (7) | 70,440 
Total Fixed Costs $569,376 
Variable Costs 

Overtime Labor (8) $ 17,329 
Parts repair/replacement (9) 0 
Litho Plates (10) 

Film negatives (11) 0 
Consumable supplies (12) 90,696 
Impression charges on maintenance contracts (13) 184,584 
Paper (14) See footnote 
Total Variable Costs $292,609 


Total Costs $861,985 | 
Total Impressions 66,895,039 | 


Ave r a g e C i) st P e r | m p re Ss S i 0 n Ae PENAL UAALS mA taty Aue. itete beta ety taiptvratbt cfatetPotetbthtetyetetetetece atedbterareretvebtvobcesete resp sbrereretesbte seep bib ap es _ : 
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Department Of Conservation 


sraretetete es EREESOOOCOOOOOS 
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Fixed Costs 


Equipment Depreciation (1) $ 5,970 
Direct Labor Cost (2) 4.00 FTEs 89,864 
Fringe Benefit Cost (3) @ 28.00% 25,162 
Floor Space (4) $10.00 per square foot 21,588 
Utilities & Telephone (5) _ 0 
Insurance (6) 0 

7,720 


Equipment Maintenance Agreements (7) 


Total Fixed Costs $150,304 
Variable Costs 


Overtime Labor (8) $ 0 


Parts repair/replacement (9) 1,054 
Litho Plates 

Metal (10) 4,288 
Film negatives (11) 2,866 
Consumable supplies (12) 3,038 
Paper (13) See footnote 


Total Variable Costs $11,246 


Total Costs $161,550 | 
Total Impressions 15,638,400 ; 
mpression : 


reperese Water coonsnstececcssereseeee WO IISIOLLI IND OP ILL L Ne on tis POSS SUE RL NOUS NOC OC OCC OOO OOOO OOOO TOONS PORTS EN ICCC ORO TO OPC ON 
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Department Of Conservation 


Annual Quick Print Costs _ 


Equipment Depreciation (1) $ 0 
Direct Labor Cost (2) 2.00 FTEs 44,932 
Fringe Benefit Cost (3) @ 28.00% 12,581 
Floor Space (4) $10.00 per square foot 5,082 
Utilities & Telephone (5) 0 
Insurance (6) °) 
Equipment Maintenance Agreements (7) 4,000 


Total Fixed Costs $66,595 
Variable Costs 


Overtime Labor (8) $ 0 
Parts repair/replacement (9) 717 
Litho Plates 

Paper (10) 2,795 
Film negatives ) 
Consumable supplies (1 2) 1,990 
Paper (13) : See footnote 
Total Costs $72,097 | 
Total Impressions 3,681,600 : 
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Missouri State Highway Patrol 


Equipment Depreciation (1) $ 4,000 
Direct Labor Cost (2) 2.00 FTEs 38,104 
Fringe Benefit Cost (3) @ 30.00% 11,431 
Floor Space (4) $10.00 per square foot 21,436 
Utilities & Telephone (5) 609 
Insurance (6) 0 
Equipment Maintenance Agreements (7) 7,290 


Total Fixed Costs $82,870 
Variable Costs 


Overtime Labor (8) $ 0 
Parts repair/replacement (9) 479 
Litho Plates 

Paper 720 

Metal (10) 1,040 
Film negatives (11) 1,022 
Consumable supplies (12) 1,848 
Paper (13) See footnote 
Total Variable Costs ; $5,109 
Total Costs $87,979 } 
Total Impressions 4,200,000 } 
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Missouri State Highway Patrol 


Annual Quick Print Costs _ = 


Fixed Costs 


Equipment Depreciation (1) $ 6,000 
Direct Labor Cost (2) 1.00 FTEs 19,052 
Fringe Benefit Cost (3) @ 30.00% 5,716 
Floor Space (4) $10.00 per square foot 6,124 
Utilities & Telephone (5) 174 
Insurance (6) 0 
Equipment Maintenance Agreements (7) 14,400 


Total Fixed Costs $51,466 
Variable Costs 


Overtime Labor (8) $ 0 
Parts repair/replacement (9) 0 
Litho Plates 

Paper (10) O 
Film negatives 0 
Consumable supplies (12) 1,200 
Paper (13) See footnote 
Total Costs $52,666 | 
Total Impressions 1,200,000 | 
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Division of Employment Security 
Annual Litho Print Costs 


| Fixed Costs | 


Equipment Depreciation (1) $ 21,121 
Direct Labor Cost (2) 10.50 FTEs 245,028 
Fringe Benefit Cost (3) @ 30.00% 73,508 
Floor Space (4) $10.00 per square foot 70,187 
Utilities & Telephone (5) 3,393 
Insurance (6) | 0 
Equipment Maintenance Agreements (7) | 24,217 
‘Total Fixed Costs $437,454 
Variable Costs | 
Overtime Labor (8) $ 0 
Parts repair/replacement (9) 2,668 
Litho Plates 

Metal (10) 6,763 
Film negatives (11) 6,646 
Consumable supplies (12) 10,296 
Paper (13) See footnote 
Total Variable Costs ; : $26,373 


Total Costs eaGsiGet | 
Total Impressions 23,400,000 | 
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Division of Employment Security 


Fixed Costs 


Equipment Depreciation (1) $ 8,200 
Direct Labor Cost (2) 0.50 FTEs 11,664 
Fringe Benefit Cost (3) @ 30.00% | 3,499 
Floor Space (4) $10.00 per square foot 1,213 
Utilities & Telephone (5) 59 
Insurance (6) 0 
Equipment Maintenance Agreements (7) 0 
Total Fixed Costs $24,635 
Variable Costs 
Overtime Labor (8) $ ) 
Parts repair/replacement (9) 0 
Litho Plates 

Paper (10) 0 
Film negatives 0 
Consumable supplies (12) 0 
Paper (13) 0 
Total Variable Costs $0 


Total Costs $24,635 § 
Total Impressions 404,484 | 


em 08091 
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Highway & Transportation Department 


BSIBOSOOO ae RNR R NRSC CS ESOC CSCC 


9/94: 


Se COCO 


Equipment Depreciation (1) $ 0 
Direct Labor Cost (2) 4.00 FTEs 86,293 
Fringe Benefit Cost (3) @ 30.00% 25,887 
Floor Space (4) $10.00 per square foot 8,300 
Utilities & Telephone (5) 1,053 
Insurance (6) 0 
Equipment Maintenance Agreements (7) 7,997 


Total Fixed Costs $129,530 
Variable Costs 


Overtime Labor (8) $ 0 
Parts repair/replacement (9) 828 
Litho Plates . 

Metal (10) 2,098 
Film negatives (11) 2,062 


Consumable supplies (12) 3,194 
Paper (13) See footnote 


Total Variable Costs $8,182 


Total Costs $137,712 | 
Total Impressions 7,260,000 | 
. : 


: oe SAMIR EIT REN a ROCCO OS sQere DUNT Nt tencetile eee rete RAR SOCOCO SOGOOC 
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Highway & Transportation Department 
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Fixed Costs 


Equipment Depreciation (1) $ 54,729 
Direct Labor Cost (2) 9.00 FTES’ 194,158 
Fringe Benefit Cost (3) @ 30.00% 58,247 
Floor Space (4) $10.00 per square foot 26,870 
Utilities & Telephone (5) . 3,393 
Insurance (6) 0 
Equipment Maintenance Agreements (7) 67,964 


a 


Variable Costs 


Total Fixed Costs | $405,361 


Overtime Labor (8) $ 0 
Parts repair/replacement (9) 1,847 
Litho Plates 

Paper (10) 32,400 
Film negatives 0 
Consumable supplies (12) 14,328 
Paper (13) See footnote 
Total Costs $453,936 | 
Total Impressions 23,400,000 | 
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Department Of Social Services 


Annual Lith Print Costs 


Equipment Depreciation (1) $ 0 
Direct Labor Cost (2) 0.00 FTEs 0 
Fringe Benefit Cost (3) @ 30.00% 0 
Floor Space (4) $10.00 per square foot ) 
Utilities & Telephone (5) 0 
Insurance (6) 0 
Equipment Maintenance Agreements (7) 0 
Total Fixed Costs $0 
Variable Costs 
Overtime Labor (8) $ 0 
Parts repair/replacement (9) 0 
Litho Plates 

Metal (10) 0 
Film negatives (11) 0 
Consumable supplies (12) 0 
Paper (13) See footnote 
Total Variable Costs $0 


Total Costs 


Total Impressions 
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Department Of Social Services 
Annual Quick PrintCosts Ss 


Sat PV VS URS T 
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Fixed Costs 


Equipment Depreciation (1) $ 9,588 
Direct Labor Cost (2) 2.00 FTEs 35,436 
Fringe Benefit Cost (3) @ 30.00% 10,631 ° 
Floor Space (4) $10.00 per square foot 8,110 
Utilities & Telephone (5) 1,010 
Insurance (6) 0) 
Equipment Maintenance Agreements (7) 42,000 
Total Fixed Costs $106,775 
Variable Costs 
Overtime Labor (8) | $ 0 
Parts repair/replacement (9) 0 
Litho Plates 

Paper (10) 0 
Film negatives 0 
Consumable supplies (12) 6,967 
Paper (13) See footnote 
Total Variable Costs $6,967 


Total Costs $113,742 § 
Total Impressions 6,967,200 | 
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Missouri National Guard 


Fixed Costs 


Equipment Depreciation (1) $ 9,400 
Direct Labor Cost (2) 3.00 FTEs 72,000 
Fringe Benefit Cost (3) @ 30.00% 21,600 
Floor Space (4) $10.00 per square foot 22,000 
Utilities &-Telephone (5) 365 
Insurance (6) 0 
Equipment Maintenance Agreements (7) 15,818 


Total Fixed Costs $141,183 
Variable Costs 


Overtime Labor (8) $ 0 
Parts repair/replacement (9) 287 
Litho Plates 

Paper : 3,024 

Metal ' 0 
Film negatives (11) 0 
Consumable supplies (12) 1,108 
Paper (13) See footnote 
Total Variable Costs $4,419 


Total Costs $145,602 } 


Total Impressions 2,520,000 : 
Average Cost Per Impression $0.05778 
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Missouri National Guard 
Annual Quick Print Costs 


were, ¢ a.0.9/9,6.0. 0.0.0 7.6.6.0 0 0.59.0 9.0.0. 0.9. 0,0.6.0. +0, 001 
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Fixed Costs 

Equipment Depreciation (1) $ 0 
Direct Labor Cost (2) 0.00 FTEs 0 
Fringe Benefit Cost (3) @ 30.00% 0 
Floor Space (4) $10.00 per square foot 0) 
Utilities & Telephone (5) 0 
Insurance (6) 0 
Equipment Maintenance Agreements (7) 0 
.| Total Fixed Costs . _ $0 

Variable Costs 

Overtime Labor (8) $ 0 
Parts repair/replacement (9) 0 
Litho Plates 

Paper (10) 0 

Film negatives 0) 
Consumable supplies (12) 0 
Paper (13) See footnote 
Total Variable Costs $0 


Total Costs 
Total Impressions 
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Department Of Elementary & Secondary Education 


ee, 
On OD 


la aad aa ad dad ot tiated he hd td ted oe he he Oe Ee 


Fixed Costs 
Equipment Depreciation (1) $ 7,200 
Direct Labor Cost (2) 3.00 FTEs 58,392 
Fringe Benefit Cost (3) @ 30.00% 17,518 
Floor Space (4) $10.00 per square foot 12,000 
Utilities & Telephone (5) 1,218 
Insurance (6) 0) 
Equipment Maintenance Agreements (7 6,791 
Total Fixed Costs $103,119 
_|Variable Costs 

Overtime Labor (8) $ 0 
Parts repair/replacement (9) 958 
Litho Plates 

Paper 1,440 

Metal (10) 2,080 
Film negatives (11) 2,045 
Consumable supplies (12) 3,696 
Paper (13) See footnote 
Total Variable Costs $10,219 


Total Costs - : $113,338 
Total Impressions 8,400,000 


$0.0134 
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Department Of Elementary & Secondary Education 


Annual Quick Print COStS rsa 


a0 0 @ 0 0 0 0 5 
SORA 


LoTR EatoteteetetreleLodesereseneaere Nresecnssceens 


Fixed Costs 


Equip ment Depreciation (1) $ 0) 
Direct Labor Cost (2) 0.00 FTEs 0 
Fringe Benefit Cost (3) @ 30.00% 0 
Floor Space (4) $10.00 per square foot 6) 
Utilities & Telephone (5) 0 
Insurance (6) 0 
Equipment Maintenance Agreements (7) 0 
Total Fixed Costs $0 
Variable Costs 
Overtime Labor (8) $ ) 
Parts repair/replacement (9) 0 
Litho Plates 

Paper (10) 0 
Film negatives 0 
Consumable supplies (12) © 6) 
Paper (13) See footnote 
Total Variable Costs $0 


Total Costs 


Total Impressions 
Average Cost Per Impression 
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Litho and Quick Copy Printing Costs 


Footnotes 
1. Equipment Depreciation: 


While some departments depreciate equipment for ten years, five years was used to 
establish a basis for comparison. Equipment configurations, age and purchase costs 
were gathered from the attached departmental survey (see Print Consolidation 
Footnotes: Attachment C). Departments with equipment five years or less in age 
would be assumed to carry depreciation while units older than five years carry no 
value annually. The model is very conservative in the sense that there were no 
depreciation or maintenance charges carried for secondary support equipment related 
to printing such as cutters, folders, collators, plate makers, cameras, etc. in any 
department except the State Printer. State Printer was assumed to carry all print 
equipment costs including related support equipment. In this sense, state print costs 
are "fully loaded" while department costs are not, therefore making total savings 
surely greater than displayed. 


2. Direct Labor: 


Total labor levels were gathered from all departments via attached survey (see Print 
Consolidation Footnotes: Attachment C) then divided by the number of FTE's 
employed to arrive at an average cost per FTE. Labor was then attributed to either 
quick copy or litho operations based on industry production averages. 


3. Fringe Benefit Costs: 
These were assumed to be 28% of the base wage. 

4. Floor Space: 
An average cost per square foot of $10 was used (statewide average quoted by O.A. 
Design and Construction is actually $12.01). The number of square feet occupied by 
each department's print function was captured on departmental print surveys (see 
Print Consolidation Footnotes: Attachment C). The total annual floor space cost was 


then apportioned to either quick copy or litho models based on volume produced in 
each. 
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5. Uftilities and Telephone: 


To establish an average, State Printer's line item cost for utilities and telephone was 
divided by the number of impressions produced (in Fiscal year '93 - '94 these figures 
were $32,999 and 228,107,000 respectively). This per impression cost was then 
multiplied by each department's print volume to arrive at an average cost for these 
essentials. This cost recognition is key as many departments carry such items in 
budgets that do not reflect supporting printing internally. In this, and all other cost 
estimates in which state printer was used as a benchmark, this approach was assumed 
accurate because: 


1. All line item costs are reviewed by state printer's accountant. 
2. All line item costs are reviewed by Division of Accounting. 
3. All line item costs are reviewed by state auditor. | 

4. All line item costs are finally reviewed by federal auditors. 


6. Insurance: 
It was assumed that all departments were self-insured. 
7. Equipment Maintenance Agreements: 


These figures were captured from public record and vendors providing the Service. 
Only the maintenance costs for stand-alone print engines were captured for 
departments ,while state printer loaded costs for support equipment (plate makers, 
collators, etc.) as well. In this sense, department print costs should also be 
conservative. : 


8. Overtime Labor: 


This was assumed to be 0 in all departments. Again, the model is conservative in the 
sense that State Print was uplifted for overtime labor while department print shops 
were not. 


9. Parts Repair and Replacement: 


To establish an average, State Printer's line item cost for parts repair and replacement 
was divided by the number of impressions produced ( in fiscal '93 -' 94 these figures 
were $26,006 and 228,107,000 respectively). This per impression cost was then 
multiplied by each department's print volume to arrive at an average cost for these 
essentials. It is assumed that failure rates and the costs of replacement parts are the 
same on identical equipment whether used by state printer or other departments. 
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10. Litho Plates: 


To establish an average, State Printer's line item costs for metal and plastic plates 
were combined and then divided by the number of impressions produced (in fiscal 
year '93 - '94 these figures were $65,882 and 228,107,000 respectively). 


Paper plates are not used by State Printer as newer technology has replaced such 
devices. The departmental cost for paper plates was arrived at by assuming an 
industry average usage of 1 plate per 100 copies (1 plate per 60 copies at Missouri 
Highway and Transportation Department due to the short run nature of bid lettings). 
This yield was then divided into reported departmental quick copy usage (see Print 
Consolidation Footnotes: Attachment C) so as to arrive at monthly paper plate usage. 
This usage figure was then multiplied by a state contract cost of $.12 per paper plate. 


11. Film Negatives: 


To establish an average, State Printer's line item cost for film negatives was divided 
by the number of impressions produced (in fiscal '93-'94 these figures were $64,737 
and 228,107,000 respectively). This per impression cost was then multiplied by each 
departments's print volume to arrive at an average cost for this essentials. 


12. Consumable Supplies: 


To establish an average, State Printer's line item cost for consumable supplies was 
divided by the number of impressions produced (in fiscal '93 - '94 these figures were 
$100,406 and 228,107,000 respectively for litho and $90,696 and 66,895,000 
respectively for quick copy) This per impression cost was then multiplied by each 
department's print volume to arrive at an average cost for these essentials. 


13. Paper: 


This was excluded from the model as any paper acquired by either departments or 
State Printer is done so at State contract price levels. There should be no difference 
in paper prices purchased by any state department and, therefore, the only variable is 
size, type and/or finish of paper used. This is assumed to be constant between all 
groups. 


It should be noted that paper is one of the most expensive elements in the print 


equation often representing 35% of total "per page" costs. For the full impact of print 
costs on total department appropriations, paper costs should always be included. 
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_ Printing and Duplication Survey 


instructions:: oe 


Make one copy of this form tor each printing/duplication operation ang each laserfline printer environment. 
Please answer the following questions to describe conventional and laser printing services which are the responsibility of your department 
or agency. Complete this questionnaire by May 13, 1994 and return to: Attention: Sherri Klepzig, COMAP Efficient Operations Task 

Force, Harry S Truman State Office Buildin , Room 350, Jefferson City MO 65102 or call (314) 751-7096 with questions. 


Department Information = 
1. Name the department or agency completing this form? CONSERVATION 


2. Name the person, their phone number and extension completing this form? 
WIL HOSKINS 751-4115 EXT 207 

4. What is the location or street address of this service? 2901 W TRUMAN BLVD 

5. In what cily is the service located? 

Building Information 


6. What is the square footage of office space in this service? 75, 


JEFFERSON CITY MO 65109 


_4 FOR PRINTING 
7. What is the square footage of work area in this service? 2,160 | 


8. What is the square footage of materials storage area in this service? 
Service Information | | 
3. Is a specific organization such as your print shop or copy center responsible for this service? 


YES PRINT SHOP 
10. In the answer to Question 9 is NO, then who performs this service? 


11. What is the annual cost for printing services provided by outside vendors? §=¢] , 430,000 


12. What procedures, personnel, or equipment would improve performance and/or reduce costs? NONE 


432 


Staff Information: 


13. How many full-time equivalent employees (FTEs) work at this service? st 4 SUPERVISOR 
14. What is the annual payroll for all employees involved with this service? $162 , 748 


Other Information 
1S. What services could your department provide to other print shops or copy centers? NONE 


Comments 


THE PRINT SHOP AND MAILROOM ARE COMBINED. THERE IS ONE SUPERVISOR FOR THE 
PRINTING AND MAILING OPERATION. ONE EMPLOYEE WORKS k TIME IN THE PRINT 
SHOP AND & TIME IN THE MAILROOM. ar anal IS USED BOTH IN THE PRINT 
D_MAII ‘ ciiematacaa 


MAXIMUM EFFI 
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Equipment Information 


16. Indicate conventional printing/duplication equipment (with speeds of 70 pages per minute or faster) and 
terns at this service: 


Purchase/ | Monthly Special Spsc. Appl.%| Useage 

Equipment Purch/| Lease Page Volume; Special Applications of Monthly | Pattern 
Description No. of | Lease Price or Average | Applications (If Yes, Page (Days/ 
(Vendor/Mode)! Units | Date | (per unit) perunit | (Yes or No) Describe) Volume Shifts) 


ia ek Tae A SNS NS OE 
ete eI couor | 2008. | s0/is 


thelr useage pat> | 


5D/15S 


17. Indicate laser or line printers used in your host or LAN environment. 


Tssampter re ant | 16 [rome | 2000 [ sacounn | Yes [envelopes [10% | sorts _ 

Gramps w@ae00 [1 [aes | srona00 | eonaoo | ves | payroneneces | ox | sovzs_| 
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__Printing and Duplication. Survey)? 


instructions: . -- 00 fest ree eee Poe el, Po ber ean Negee FA 
Make one copy of this form for each printing/duplication operation and each laser/line printer environment. 
Please answer the following questions !o describe conventional and laser printing services which are the responsibility of your department 
or agency. Complete this questionnaire by May 13, 1994 and return to: Attention: Sherri Klepzig, COMAP Efficient Operations Task 

Force, Harry S Truman State Office Building, Room 350, Jefferson City MO 65102 or call (314) 751-7096 with questions. 


pe ny 
? re ee 


{Department Information’ *:*..°-.5- 7.) Ae cee ve ee 


2. Name the person, their phone number and extension completing this form? 


Captain C. L. Plunkett (751-2045) 
3. What date was this survey completed? May 11, 1994 


4. What is the location or street address of this service? 1510 East Elm Street | 


5. In what city is the service -located? Jefferson City 
Building Information *#i:53:) 0. ngs RE GSES Ee 


S. What is the square footage of office space in this service? N/A 


7. What is the square footage of work area in this service? 2,144 


8. What is the square footage of materials storage area in this service? 612 


a. oe ot i * o 


‘Service Information:.- 0.0. 2.0 FR So ere a EES. ee ew 


ry a 
oer fe we ° Lag ee. 3s 


9. Is a specific organization such as your print shop or copy center responsible for this service? Yes 


10, in the answer to Question 9 is NO, then who performs this service? N/A 
11. What is the annual cost for printing services provided by outside vendors? $200,000 


. What procedures, personnel, or equipment would improve performance and/or reduce costs? 


l. New Press 
2. New Copier 
3. Additional Personnel 


e A - aw ot 
o- = ee he wre spon ok ng Cn ~ PSO am ix ane a a So <a alr ea a Pace EE 


. 


13. How many full-time equivalent employees (FTEs) work at this service? 3 


14. What is the annual payroll for all employees involved with this service? $57,156 | 
Other Information = ey ae apes rr err 


15. What services could your department provide to other print shops or copy centers? 


We have the ability to run one or two sides on copier and staple. 
We can run one or two colors on the presses, two sides at once, fold, cut jobs. 
We can collate, staple, fold and trim on our collator, punch and bind, or 3-hole drill 


p ° . 

° AN lacs oh 8 ve 
es ba . . e a rer e ont *y <a 
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‘Comments 
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Equipment Information 


16. Indicate conventional printing/duplication equipment (with speeds of 70 pages pe 
tems at this service: 


r minute or faster) and their useage pat- 


; .%| Useage 
Purchase/ | Monthly Special Spec. Appl 
Equipment Purch/| Lease jPage Volume] Special Applications of pen fran 
Description Lease Price or Average | Applications (If Yes, i — | Set 
(Vendor/Mode)! Date | (per unit) perunit | (Yes or No) Describe) olume 
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17. Indicate laser or line printers used in your host or LAN environment N/A 


Example: HP® 4si 1 
Example: IBM® 3800 
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“>, Printing and Duplication Survey?) 


Instructions: | See ee Lee. fica eRe at a aK ae 
Make one copy of this form for each printing/duplication operation and each laserfine Printer environment. 
Please answer the following questions to describe conventional and laser printing services which are the responsibility of your department 


or agency. Complete this questionnaire by May 13, 1994 and return to: Attention: Sherri Klepzig, COMAP Efficient Operations Task 
Force, Harry S Truman State Office Building, Room 350, Jefferson City MO 65102 or call (314) 751-7096 with questions. 


Department Information : 


1. Name the department or agency completing this form? Missouri Division of Employment Security 
2. Name the person, their phone number and extension completing this form? 
Jim H. Chilcutt (314)751-3193 


3. What date was this survey completed? May 6, 1994 
4, What is the location or street address of this service? 421 East Dunklin Street 
| 5. In what city is the service located? Jefferson City 
Building Information «000° 1. [0 DM ot ERE 


S. What is the square footage of office space in this service? | 240 


7. What is the square footage of work area in this service? 5,500 


8. What is the square footage of materials storage area in this service? 1,400 (sorting) 
Service. Information :*. 2 “25 i050 (00 pee 6 eee RED 


7% oo Pewee | 8 TF -- 
le. § = ewe ° ped Se $ a ed we, oe tes! a las wee ea fw ee = ee 
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pote feces a "oe oth a et eer = 
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9. !s a specific organization such as your print shop or copy center responsible for this service? Yes 


10. In the answer to Question 9 is NO, then who performs this service? N/A 
11, What is the annual cost for printing services provided by outside vendors? $279,651.72 


12, What procedures, personnel, or equipment would improve performance and/or reduce costs? 
A. New collator with trimmer. 
B. Two-color head press. 


C. Eliminate costly "middle man" situation when ordering envelopes through 
Missouri Department of Corrections instead of directly from a vendor. 


Staff Information’... 2280-22 Soa oaks et Pe Sin fp AE 
13. How many full-time equivalent employees (FTEs) work at this service? 11 
14, What is the annual payroll for all employees involved with this service? $256,692.00 
Other Information.) 02s 86 a Gps Mo RT 


15. What services could your department provide to other print shops or copy centers? 


Darkroom services if proper staffing pattern is considered also. 


Comments.’ ace 
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Equipment Information 


16. Indicate conventional printing/duplication equipment (with speeds of 70 pages per min 
terns at this service: 


g 
Purchase/ | Monthly Special Spec. AppL%| Useage 
Equipment Purch/| Lease |Page Volume] Special Applications of Monthly | Pattern 
Description Lease | Price | or Average | Applications (if Yes, Page (Days/ 
(Vendor/Mode)! _ Date | (per unit) per unit | (Yes or No) Describe) Volume Shifts) 


 Seampies awe reso [=| va | Psons 
YE 


ute or faster), and their useage pat- _ 
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14, 226 
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SOLNA 125 7/69| 12,150| 50,000] No | 


XEROX 5052 


ui 
=) 
m~N 
a) 
W— 


17. Indicate laser or line printers used in your host or LAN environment: 


Example: IBM® 3800 | 1 | t0ra8 | $100,000 | . 800,000 payroll checks 


Sek MISSOURI DEPARTMENT OF LABOR AND INDUSTRIAL RELATIONS 
m DIVISION OF EMPLOYMENT SECURITY 
FAX COVER SHEET 

To (Office Name & ID Number) FAX Telephone Number | | 

COMARP Efficient Oens TE! SI- 27/18) 

Attention Date 

JERR! HLEPZIG " @ - 20 -9¢ 

From (Office Name & ID Number) | Sender's Name 

VES (Rawiw Services) - Aelan LJ, (Maken 
Delivery Priority: . 
(J Hand Deliver Immediately Cl mat © other 

If information concerns one of the following, check appropriate box: 


C Employer (Account No.) 
CI Applicant (Social Security No.) 


C] Claimant (Social Security No.) 


| If you do not receive all of | | | Hard Copy 
Passi st pe ) re the pages, or have any questions Will Follow 
ng about transmission, please call W)1-F123 | 


Special Instructions or IOC Mseta : 7 
LULA Le ZL “a CL, AG GZ YL, a7 —AN CCCE 
f : _ 
LLM A Ml feu) A Ebut Lp spy GEA, HOC Ll 
Litt! AO Lyles 9- Quplheiatl EE 
24.3 LMATA. Mehta LO, LO Me Roe VE HAL AZ, ey 
7 Vi ay 
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This message is intended only for the use of the individual or entity to which it is addressed and ‘may 
contain information that is privileged, confidential and exempt from disclosure. If the reader of this message 
is not the intended recipient or an employee or agent responsible for delivering the message to the intended 
recipient, you are hereby notified that any dissemination, distribution, or copying of this communication 
is strictly prohibited. If you have received this.communication in error, please notify us immediately 
by telephone and return the original message to us by mail. Thank you. 


Equipment Information. 
16, Indicate conventional prigting/dupfication equipment (with speeds of 70 pages per minute or faster)_ and their useage pat: — 
teins at this service: (a>tey, */6 into submitted previous 


3 
Purchase/ | Monthly Special Spec. Appl.%| Useage 
Equipment Purchs| Lease Page Volume Special Applications of Monthly | Pattern 
Description Lease Price or Average |Appliications; - (if Yes, Page (Days/ 
(Vendor/Mode)! Date | (perunt) | perunt | (Yes or No) Describs) Volume Shits) 
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ees: Printing and Duplication Survey: -. 


Instructions=:i7 800° J+ 20°" 


Make one copy of this form for each printing/duplication operation and each laser/ine Printer environment, 
Please answer the following questions to describe conventional and laser printing sarvices which are the responsibility of your department 
or agency Complete this questionnaire by May 13, 1994 and return to: Attention: Sherri Klepzig, COMAP Efficient Operations Task 
Fores, Harry S Truman State Office Building, Room 350, Jefferson City MO 65102 or call (314) 751-7096 with questions, . 


‘Department Information.) 272°. wont 
1,_Name the department or agency completing this form? Missouri Highway and Transportation Nepartment 
2. Name the person, their phone number and extension completing this form? 


__ Mike Dickneite (314)751-0665 
_3. What date was this survey completed? May 13, 1994 


4. What is the location or street address of this service? _Caoi tol & Jaffersaoan Streets 
efferson City 


5. In what city is the service located? J) 


| S. What is the square footage of office space in this service? 34 so.ft. 


7. What is the square footage of work area in this service? 3,175 sa.ft. _ 
8. What is the square footage of materials storage area in this service? 258 sq.ft. 
‘Service Information; 2) fi2s.000 0 beet 
9. Is a specific organization such as your print shop or copy center responsible for this service? 
Yas 
10. In the answer to Question 9 is NO, then who performs this service? 


11, What is the annual cost for printing services provided by outside vendors? $571,107.00 Statewide 


12, What procedures, personnel, or equipment would improve performance and/or reduce costs? 


Automated aquioment. 


Staff Information - . 
13. . How many full-time equivalent employees (FTES) work at this service? 13 
14, What Is the annual payroll for all employees invotved with this service? $289,451.00 


Other Information. 


15. What services could your department provide to other print shops or copy centers? 


Off-set printing, copying, large format reproductions if time is available on equioment: 


Comments =: . 


Turn around time - same day to one week, 


os 
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“Equipment Information. 9 ; te . 
16. Indicate conventional printing/duplication equipment (with speeds of 70 pages per minute or faster) and.their useage pat- 
tams at this service: 


ad = es i 
Equipment Purch/| Lease (Page Volume; Special Applications of Monthly | Pattern 
Description Lease Price or Averace | Applications (If Yes, Page (Days/ 
(Vendor/Mode)! Date | (per unit) perunt | (Yes or No) Describe) Volume Shifts) 


Tezampiesaworeso | 3 | tors | sasoo | aonooo | YES | 2eclorprining | 

"Beampler Canon@ aero] 2 | vores | sa0.000 foosoanll -Yes.| 11x17 paper | 19 | sons 
am system 11] 1] 7/92] 62,395 | 400,000| ves [it x 17 collatha 90 | _S0/15, 
rerox 090 11 [6793] 154,000] 600,000 vo | ~|| +S 
ee Te TA eR WN SE CRY GE 


17. Indicate laser or line printers used in your host or LAN environment 


Example: HP® 4si_ | 16 | 10/88 | $2,000 | 3,000/nit | YES envelopes 10% SDS 
Example: IBM® 3800 l 1 10/88 | $100,000:{| 800,000 YES payroll checks | 10% 5D/2S 
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So ERIE NEEL SULA ITIP OT ALA SESSA RTO STATS 


‘Printing and: ¢ Duplication Sur ruey:: pe eS ates 


Way Pater ast ia ig me AP ENT EAA aH EN eae aS TEPC TAN EMRR IG TS Br PSA SOS ask 03 3; oh SFIS = 


o 32: eat : writ ¥ we ee ei S) alien bs5>*. ree naar Toa ax ¥ ae Suge EO? ATT A) eon Re ete ‘> ais wes 
tue $y0 a;88 Sys LTA IttTG ge No At ES 2 Bea SSS Sau SoA Eee ap 23 LP Ray aS TES 
"Make o one copy of this form for each pores ey ee operation and ce each cep printer environment. | — 
Please answer the following questions to Cescribe conventional and laser printing services which are the responsibility of your department 
or agency. Complete this questionnaire by May 13, 1994 and return to: Attention: Sherri Klepzig, COMAP Efficient Operations Task | 
t 


Force, Hatry S Truman State Office Building, Room 350, JeHerson City MO 65102 or call (314) 751-7096 with questions. 


“tl 


ne [ ae rie ni ome OO eT ge Fs bet 8 os ets Soar Ettore sees PELeyD pS o4S &, LF oa ratie: = 2. ane: ats Re FERPAY 
‘Depagtinient Informatica sch rs ae BOO A aa eer eS 
1. Name the department or agency completing this form?n. _ ocial Gany ices — Div. General Services 


2. Name the person, their phone number and extension completing this form? ~- 
Rick Contryman (314) 751-3870 


3. What date was this survey completed? 9/13/ 94 
4, What is the location or street address of this service?: 221 W. High 5th Floor Broadway Building 


5. In what city is the service located? Jefferson City, MO 


 sereMesy Susur OT oe Oe An P19 $5 set 14 TER APA SAVES Ae NERDS TAS ARS 
‘Building Information ace MORE eee gos eas Vertes OTT oe RNS REN RIO 


BAS 
6. What i is the square lootage.of office space in this service? 179.33 ; 


7. What is the square loctage of work area in this service? 632 including 


storage and 1 desk | | 
8. What is the square footage of materials storage area in this service? | 


aT Rap ls 3 op ow a el ior? VS: pty ELVES 6% EC, > KY; 
SERNTCES [enfant ara P eS OE eR Na Ae EEN 


7 is a Scie organization such as your a shop or copy center respensible ior this service? 


YES 


10. In the answer to Question 9 is NO, then who performs this service? 


t 
| 
| 
° 
: 


11, What is the annual cost for printing services provided ty cuiside vendors? $24, 360.85 (FY 94) 


12, What procelures, persennel, or equipment weuld improve sencrmance ander recuce cosis? 
None, at this time. 


: ye oat, : - 2,2 SaOe Eerie pale ROOK E DED FLAKY 
 SEaff Infoinnvationt svcecen vei eeae aN ON rt a ROE Fe eee eT aD 


13. How many full-time equivalent employees as Es) work at this service? 2 


14, What is the annual payroll for all sic bd involved with this service? $35,436.00 
= - *  ae,! x Ke mais: ap eX =, «Sf 27k LEN POR BE MEN Evo eens Ja poy oy pe poy Raye Oe 
Other Inforiniations Ssog7e7 rs eRe I ET Re Ee aera 


reyise Ree Senay. Nae SUS Ty $32 art 


Thermabinding if time is available and if Department wil! be reimbursed 


15, What services could your department provide to other print shops or copy centers? . 
for supplies. 

} 
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Equipinent Inifearmniaticnnns: 22250 oe eS Se US cr nee ee ree 
16. Indicate conventional printing/duplication equipment (with speeds of 70 pages per minute or faster) and their useage pat- 
terns at this service: ; 
Special Spec. Appl.24| Useage 
Equipment . Applications of Monthly Pattern 
Description i icati (If Yes, Page (Days/ 
(Vendor/Mode)l i i i Volume 


[xerox 9400 | 1_| 2/82| pd for [271,000 _ 
p= {fff fet ft 
ar: 


17, Indicate laser or line printers used in your host or LAN environment: 


[esamptesiro<st | 16 [roe [ sao [account [~ ves | eneinee [om | s0n8 
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National Guard 
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Printing and Duplication Survey - 


Instructions: 


Make one copy of this form for each printing/duplication operation and each laserfline printer environment. 
Please answer the following questions to describe conventional and laser printing services which are the responsibility of your department 
of agency. Complete this questionnaire by May 13, 1994 and return to: Attention: Sherri Klepzig, COMAP Efficient Operations Task 
Force, Harry S Truman State Office Building, Room 350, Jefferson City MO 65102 or call (314) 751-7096 with questions. 


Department Information 
MISSOURY NATIONAL GUARD 


1._Name the department or agency completing this form? | cexe( TON TRAINING&TE NEHC-IMA-PD 
‘2. Name the person, their phone number and extension completing this form? . - Ho ae 2 
SET PARRISH W. TACCART “ G aa Oe 
(314) 626-9657 


3. What date was this survey completed? 11 MAY 94 | 
| | } : SIKELTON TRAINING Sit - 
_4. What is the location or street address of this service? IS6 sete DRIVE JL.UO DSIOI-1205 
5. In what city Is the service located? JEFFERSON CITY, MISSQURI 
| Building Information Re eee 
6. What Is the square footage of office space in this service?2.2.00 sq Z 
7. What is the square footage of work area in this service? 92ME AS #6 (eM Combined Aven) 
8. What Is the square footage of materials storage area in this service? SAMEAS RO (allccubmed Ane) 
Service Information 
9.’ Is a specific organization such as your print shop or copy center responsible for this service? 
— YES -WEEMLY aul FIMBLESER C6 | 
NO -CN MONTHLY SEQUICE au BIACKEN TECHS ROBLEYM ss : 
10. In the answer to Question 9 is NO, then who performs this service? AM MULTIGRAPHICS AND VCDERN BKINES SYSTEHS 


11, What is the annual cost for printing services provided by outside vendors? WADING PUICeS WADE YEA Ob 000. c& 


12, What procedures, personnel, or equipment would improve performance and/or reduce costs? 


-" ADATICNAL EGUIPTHENT WOLLD 


Staff Information . : 
13. How many full-time equivalent employees (FTEs) work at this service? 3 (2 Stole {FEDERAL 
14, What Is the annual payroll for al employees involved with this service? © 72,000.09 anu 
Other Information oo 
15. What services could your department provide to other print shops or copy centers? 


Comments 


C-1 


National Guard 
Appendix C-4 


Equipment Information. 


= Pie*(atste' Corventional printing/duplication equipment (with speedS of 70 pages per minute or faster) and thelr useage pat- 
"* tems at this service: 


ae Purchase/ | Monthly Special Spec. Appl.% 
"Equipment Purch/| Lease {Page Volume; Special Applications of Monthly 
Description Lease | Price or Average | Applications (If Yes, ics 
(Vendor/Mode)i Date | (perunit) | perunit | (Yes or No) Describe) olume 


Useage 

Pattern 

(Days/ 

Shifts) 

“Gampierameteso | 3 [save | s4soo | 200000 | ves | 2eolorprintng | 20% | SD/is_ 

Scampi Cenon@ eeoo] 2 [rare | s20000 foogoauen ves | tixtzparer | tox | sons _ 

YES tence? | Bee. | Sole | 
re a 

bo,o00| NO [| ~ | 


i 
: 


\ 


QC0.ce 


> 
= 
uw 
: 
P= 
DS 
Pp) 
8 


ih 
4) 
0 
a 


. 
1 - 
N) 


aw Sas mom 


17, Indicate laser or line printers used in your host or LAN environment ral 


[esampies Po ast [16 | 1008 
Example: 2000 [1 | vase | stance | 00.0 
aaa a! 


0% 5DNS 
s5D/2S 


; 


O) 
a 
Geen 


Cicmentary & JeCconudary Laucan@ 
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Printing and Duplication Survey 


Instructions: 
Make one copy of this form for each printing/duplication operation and each laser/line printer environment. 
Please answer the following questions to describe conventional and laser printing services which are the responsibility of your department 
or agency. Complete this questionnaire by May 13, 1994 and return to: Attention: Sherri Klepzig, COMAP Efficient Operations Task 
Force, Harry S Truman State Office Building, Room 350, Jefferson City MO 65102 or call (314) 751-7096 with questions. 
Department Information a: eae -_: 

1. Name the department or agency completing this form? Elementary & Secondary Education 

2. Name the person, their phone number and extension completing this form? 

Carter Campbell 751-4681 

3. What date was this survey completed? May 13, 1994 | 

4. What is the location or street address of this service? 240] E. McCart 

5. In what city is the service located? Jefferson City 
Building Information‘ - pes 


6. What is the square footage of office space in this service? QO 


* 
Aw 


7. What is the square footage of work area in this service? 1,100 
8. What is the square footage of materials storage area in this service? 100 
Service Information. == ~~ = . - He ee Se ore ee 


9. Is a specific organization such as your print shop or copy center responsibie for this service? 


Yes, but not for all services. 


10. in the answer to Question 9 is NO, then who performs this service? OA Quick Print, OA Print Center & pri 
vene 


11. What is the annual cost for printing services provided by outside vendors? >330.000 


12, What procedures, personnel, or equipment would improve performance and/or reduce costs? 


Staff Information. - «= “eS ee 
13. How many full-time equivalent employees (FTEs) work at this service? 3 
14. What is the annual payroll for all employees involved with this service? 58 392 
Other Information ey ee oa oa 


15. What services could your department provide to other print shops or copy centers? 


None 


Comments. 


Elementary & Secondary Education 
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Equipment Information 
16. Indicate conventional printing/duplication equipment (with speeds of 70 pages per minute or faster) and their useage pat- 
terns at this service: 


Purchase/ | Monthly Special Spec. Appl.%{| Useage 

Equipment Purch/| Lease (Page Volume! Special Applications of Monthly | Pattern 
Description Lease Price or Average | Applications (If Yes, Page (Days/ 
(Vendor/Mode)I Date (per unit) perunit | (Yes or No) Describe) Volume Shifts) 


[rrtserannstf™™| 1 | aod $35,900 ko0,000 | ves hi x17 a-cousk[soris 
[10 2550 Press | 1 | 5/64 $5,000 poo,000 | wo |_| | spas 
ee a Nee RC RE SR 


ee es enn 
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Summary of Savings | 


Ox ree! 
OOOS CUR OSSOROOR ORO OOOO On 


Litho Printing | Costs — __f 


Benn) 


Department Of ee 

Missouri State Highway Patrol 

Division of Employment Security 
Highway & Transportation Department 
Department Of Social Services 
Missouri National Guard 

Elementary & Secondary Education 
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Litho Totals 
DOOOSIGOSS COGIC UOCODSOCC OSSD E OOOO ROC OME MOC OU CoO DOsOnNOOn OOOO 


$0.01033 


$0.02095 
$0.01982 
$0.01 897 


$0.05778 
$0.01349 


128,376 
595,919 


Quick Print Costs § 


Department Of Conservation 

Missouri State Highway Patrol 

Division of Employment Security 
Highway & Transportation Department 
Department Of Social Services 
Missouri National Guard 

Elementary & Secondary Education 


Quick Print Totals 


Total Savings 


Litho Totals 
Quick Print Totals 


23,400,000 


Annual 

Volume 
61,418,400 
35,653,284 


$0.01958 
$0.04389 
$0.06091 
$0.01940 
$0.01633 


$0.01295 
$0.01295 
$0.01295 
$0.01295 
$0.01295 
$0.01295 
$0.01295 
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Staff Information: 


23. How many full-time equivalent employees (FTEs) work at this facility? ; 
Equipment Information: 
25. What major equipment is used at this facility? Example: fork lift, hand truck, etc. 


26. What is the three-year (3) average annual cost for maintenance and repair for the 
above equipment? 


27. What is the cost of equipment purchased for the fast three (3) years? 


28. If any of the equipment is leased, which ones? 
29. What new equipment has been requested for Fiscal Year 1995? 


Inventory Information: 


30. What is the average annual inventory value of material at this facility? 
31. If you use an automated inventory control system, please identify software used? 
32. What is the average turnover rate for inventory at this facility? 


33. What is the average time span from when a requisition is received to when 
delivery of inventory is made to the requester? (Indicate the average time 
considering everything stocked.) 


. Do other departments or agencies utilize this facility for storage of their inventory? 
List the contact person and their phone number(s): 


. What special facility requirements does your department/agency have? Examples 
include refrigeration, heat, lighting, humidity control, ventilation, telephone, 
hazardous materials, etc. 


. If hazardous materials are stored at this facility, what is the square footage allot- 
ted? Identify special requirements for storing hazardous materials at this facility. 


Other Information . 


37. What services could your agency provide to other departments/agencies at this 
facility? 


Comments (please attach an extra sheet with your information.) 
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Warehouse/Storage Facility Survey 


Instructions: 

Make one copy of this form for each warehouse/storage culy. 
Please answer the following questions to describe warehouses/storage facilities which are the responsibility of your department or 
agency. The term “facility” will be used in place of warehouse/storage facility. Complete this questionnaire by May 13, 1994 and 
return to: Attention: Sherri Klepzig, COMAP Efficient Operations Task Force, Harry S Truman State Office Building, Room 350, 
Jefferson City MO 65102 or call (314) 751-7096 with questions. 


Department Information 


1. Name the department or agency completing this form? 


2. Name the person, their phone number and extension completing this form? 


Building Information 


10. What type(s) of material is stored in the facility? Indicate major categories such as 
office supplies, training materials, equipment, furniture, forms etc. 


19. Who owns this facility? indicate contact name, address, city, state, zip code and 
area code/phone number. 


20. What Is the annual maintenance and repair cost? Add the maintenance and repair 
costs for the last three (3) years and divide by 3. If the facility was owned less 
than three (3) years, add maintenance and repair costs and divide by number of 
years owned. 


21. What are the annual utility costs for this facility? 


22. What percentage of the facility floor space is used (A) annual average? (B) peak A 


periods? B 


la 


Fa a 
CANDIDATE WAREHOUSE/CONSOLIDATION COST SAVINGS ANALYSIS a Se: eee: aes Caen See 
ee IS PaO RRS (nT (SR NOIRE Se bnc EEEe Peer an aeer eeweae 
CS Anat PT Agency Current Cost | Ee Se 
———~—S*didSWarehouse [rentease [Area [Leased floor | Owned floor_| Number [Labor __| Floorspace] Supervisory | Labor _| 
[Agency | _—_Location _|_ payment [[ persq. ft.] space, S/sq-ft space, $/sq.ft. | ETE | Payroll [| § | *ee [see 
ST Se SNR CMSISET SCAT SPST (IONS SRAMiets APE: [aE a [Soeniaany einem eM 
FT SSR 1 Ct ESARERERG (E/E NS REV FC (e  S [1 em 
3523 N. Ten Mile Dr $49,500 | 20240245. | —S—S«dY~SCiS*dYCi8822 | 9,100] $32,000 | $151,769 
rr re Mrs WMC | ellie ee se ee eee ee 
ova [60S Howard Sect | so | 1ee0] «| =x | 3 | ssisoo[ | 52.88 
OA Facilities Management’ HST—S=s=SCidS Si ts | CTC fo TT s0s00f | 
OA Facilities Management [109MOBWd || 25270 | —~—~«4| sx —~+i[ 3 ~‘{ soooom [| 851,200 
Netional Guard, For Mgmt [McCarty St.Amory | so | 1220| =| x | @ [ 7 [  f 
r———~s~«*d(OA Troop Bldg, [| | | (eae any: aes eee eee 
MO WaterPatrol_—*([2413AEMcCarty | $0 | 4520 [| | XO 3 $69,492 | ,;}- 8 
Mental Health —~*(1706EatEim | =| 400_:~i[| | St 1.25 $22,059| 3,244 s|_«$:22,588 
$3600 | 1200 |. 300. |. ‘| o if —*«i| ~=igoof | CS 
Elementary/Secondary Ed. lefion ig. [| spre fares fof __f srs |__| 
Elementary/Secondary Ed. 1.33 | Oo (aeeaeraae:| ee eces ere 
3.50 pfs | soa | _2a.o0 | $52,000 St00,158 
32000}. 200 | ~+| o if {of 

350. || 1 | stesso| 4500] $17,388. 
C.CorrectionCenter [631 StateStreet |_| 37,540 | Tx | 6 | $126588[  ~—Ss—s|_—*$32,000 | $129,626 
DOLIR Employment Security |1011 Industrial Drive [s72,g00 [26,000 | 280 {| of ee aes 
Econ, Develop.ProfReg. _[3605MOBld | = |_t390 [| 9B 2 $31,070 9980{  —s| «$31,816, 
rSSC™~™C~SC«*dOWA Industrial Dr. [| 1,500 | 3.84 ee a eee le OU ee, ee 
con Dev-CounciV/TranvCU [HST s|S |S 800 | i2oim* | ot | $17,910 8,008 | —___} 818.340) 
oe eae i Eee eee 

Econ Develop-Public Serv iso |. 185 |. | oo | | [fj 
Econ Develop-Public Serv “st ||. 60 |. ‘| worm fo | | sof | 
Heath |2628A Industrial__| $28,462 | 11,270 | 250 [| | 38 $74,600| 5,635] sd‘ $76,390 
Agriculture —s—SSs«L 1616 MO Blvd fo den ee | oe 
Flem/Sec. Ed. Voc Rehab __|1101 E Capital St $2,000 | 1000 |. 200 | ‘| of [ot 
AAS RASA (INANE SOSA R (UIST (RUMOUR [Ore Ie RAE oee mes Eee 
Toads —~SC“(SSC<“‘CSC*dTSCCCOC 270,431 | a ee 312,884 | __ $96,000 | $723,274 
aan aA aee (SANA SES! (GRUNT AGATE (Gem) (Me omits [ane eee Se OER 
a aamARSS cia AAAS ESS, RC RENEE (aoa cies (ON (Mies Scape et cee 
a a ee ee eee 
eI (SRT) (RAT Sea MARS MRC MnNEIInaT Eee RENE (EetoeeS Ere eet eee 
FaeeE ere LE SE (ORRIN) (Rete anE! MEN] ARNE NUNES Seka weie Bearer 
[aCe ENN RTE STL (ANNAN (een NOESE (sea cm(NPe [Eeaavvanees eta Fee aN (EN 
ee Actual cotisSlasqgh. [| | | | OES Feiner 


+43 Current Payroll multiplied by 1.28 for fringe & 0.8 for inmate labor _ 
#*#* A ccume supervisor if FTE of 5 or more, salary $25,000 plus fringe 


q xipuaddy 


bad 


CURRENT WAREHOUSE AREA EX 


CLUDED AS VIABLE CANDIDATE FOR CONSOLIDATION 


a ee ne ee ce ee ar ae ec a ek ee 
rc ee an a 
a: WAREHOUSE 
Smear rontoteemnred Location 
/ AGENCY area: REASON FOR EXCLUSION 
neh Se le ne el aes se ee 
MO Correctional Enterprises 36,000 2715 Plaza Drive May be included in consolidation but, not in cost savings because of enterprise status 
DOLIR Board of Mediation 1,080 3315 W. Truman Primarily office space 
23,960 |2901 W. Truman New warehouse cannot compete with $1/yr floor space cost, very low operating cost and 
rT rr—CC<dLS ff Sef service operation. 
ne So cee la kl weston eee | 
Highway Safety 1719 Southridge Mix of office and storage, self service 
reat i nce cr a ee eee 
National Guard, OAG 67,867 Ike Skelton Training Ctr| Military equipment/arms 

en aera 
Renz Correctional Center Hwy 179 Inmate clothing and bedding 

ee ce ee et ee ee | 
Renz Correctional Center 2,982 P.O. Box 3200 Food Storage , 
Ie RS NNER REED ig ret ee 
Corrections CS 4,200 Hwy 179 Food service supplies and canteen 


5,000 2701 B. West Main St. | Vaccines, drugs, health lab equipment, and records 


4 xipuaddy 
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Postal Services Survey 


Instructions: 


Make one copy of this form for each postal service operation. 
Please answer the following questions to describe postal services for mailing inside and outside of state government which are the responsibility 
of your department or agency. Complete'this questionnaire by May 13, 1994 and return to: Attention: Sherri Klepzig, COMAP Efficient 
Operations Task Force, Harry S Truman State Office Building, Room 350, Jefferson City MO 651 02 or call (314) 751-7096 with questions. 


3. What date was this survey completed? 


SPECIAL : BLDG & CITY 
REQUIRED EQUIPMENT METHOD OF WHERE MAIL 
PACKAGING DELIVERY ORIGINATED 


12, Indicate your department's annual budget for the following: 
“Ge emcee «| commowcanmien [OTHER 


Appendix G 


. What is the percentage of your budget expenditures for mailings within state government? 


. What is the percentage of your budget expenditures for mailings outside of state government? 


. Has your department used the bulk mailing contract with AAA Mailing Service, Inc. in the 
Jefferson City area arranged by the Office of Administration? If so what is the annual budget? 


. If not, why not? 


‘Staff Information 


17. How many full-time equivalent employees (FTEs) work at this service? 


18. What is the total annual payroll for all employees at this service? 
Equipment Information 


19. What postal handling equipment is used by your service? (Examples: sorting machines, automated zip code readers, etc.) 


. 


20. What procedures, personnel and/or equipment would improve performance and/or reduce costs? 


Other Information 


21. What service could your department provide to other mail rooms? 


Comments 
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Tess GE Bo hsrial ‘Seiing a5 


Potential Annual Postage Savings 430,716 
Best Case = 430,716 
Worst Case = 222,540 
Savings related to dimished use of AAA Mailing Service 135,555 
Staff related savings (See assumptions below) 
Grand Total 1,508,334 86.45 
Revenue 250,000 15.00 
State Board of Mediation 75,000 2.00 
Subtotal 1,183,334 69.45 
Less 50% 591,667 34.73 
Less 50% Retained by 295,834 17.36 
the Consolidated Mail Service 
Total Personal Service Savings 295 834 17.36 
Fringe @ 30% 88,750 
Ongoing Expenses Savings 104,160 
Space savings 126,550 
Vehicle savings 27 @ $12,000 324,000 
(See assumptions below) Less 50% 162,000 
Total Vehicle. Savings 162,000 
Grand Total Savings $1,343,565 17.36 


Savings Assumptions: 


1) DOLIR— State Board of Mediation was not included. A phone call to them confirmed 
that the amounts reflected on the survey were total payroll and ftes for the board. 

2) Assumes a 50% reduction for each agency. The remaining 50% will be used for 
internal sorting and delivery. 

3) Assumes the consolidated mail service will require 50% of the agencies’ reductions 
to handle increased volume. The remaining portion would be true savings to the state. 

4) Office space savings assumes a 50% reduction in space needed. Since Revenue is not 
included in the detailed table, no adjustment is necessary. 

5) Assumes excess equipment would be utilized in county or regional offices to provide 
additional ongoing postage savings. 

6) Assumes each of the agencies with 1 or more full time fte dedicated to postal services 
utilizes a $12,000 vehicle 50% of the time for mail pick—up and delivery. 
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nc. Tax Refund Checks 
Total Monthly 


nc. Tax Withhold Adjust 


State Tax Misc. 
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Excise Tax Refunds 
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State Tax Returns 


uantity derived by taking given postage total divided by $.29 for Agencies not using AAA and §$.23 for agencies using AAA. 
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Grand Total 2,732,633 


*Calculated@  $6,000perFTE 
** Rate PerSquare Foot= $12.01 


* This amount is not included in the total. It is assumed that OA would retain 50% of the 
space to sort internal mail and the remaining 50% would be utilized by the consolidated 
mail service. 
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Problem Identification Survey 
Intown Working Level Respondents 
Responses to Question Six 


Question six reads as follows: List below the three topic areas, from the ones supplied and /or the ones 
you have identified, which you feel are most likely to yield meaningful efficiency returns to state 
government. Put them in priority order with the most important topic as number one and the third 
most important as number three. If you feel less than three need be pursued, please list the one or two 
topic areas in priority order. 


First Second Third Total 

Review Procurement Laws and Regulations 12 7 6 25 
Privatization 2 0 3 5 
Consolidate Duplicate Administrative 4 3 7 14 
Functions . 

Technological Enhancements 4 4 2 10 
Provide Multi-Year Licenses& Innovative 0 2 1 3 
Distribution of Same 

Improve Collection Methods 1 2 0 3 
Budget 1 2 1 4 
Personnel Procedures 4 5 1 10 
Staffing Issues 2 3 2 7 
Organizational Planning é 2 2 7 
Communications 1 0 1 2 
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Chapter 36 
STATE PERSONNEL LAW (MERIT SYSTEM) 


Citation of law. 

Definitions. 

Personnel, administration cf merit system—departments af- 
fected—exemptions—employee suggestions, awards author- 
ized. 

Personnel division, head, functions. 

Advisory board, members, appointment, terms, removal, com- 
pensation, 

Duties of board. 

Rules and regulations—authorized—suspension and reinstate- 
ment, procedure. 

Director—appointment—salary—removal— prohibited activi- 
ties. . 

Duties of personnel director. 

Director to prepare position classification plans. 

Allocation of positions to appropriate classes—right of employ- 
ces to be heard. 

Changes in or reallocation of positions. 

Appointments subject to approval of director. 

Director to prepare pay plan. 

Appointments and promotions, how made—discrimination pro- 
hibited, remedy to be provided, how. 

Interference with fair examination or ratings—misdemeanor. 

Examinations, how conducted—agencies may administer—ex- 
ceptions—provisions for handicapped. 

Director to determine eligibility of candidates for examination 
—reader for blind, interpreter for hearing impaired. 

Notice of examination—information to be given in notice— 
how given. 

Rating of examination—notice of results—correction in rating 
does not invalidate previous appointment. 

No competitive examinations for certain positions. 

Preference ratings for veterans. 

Appointing authorities procedure to fill vacancies—laid-off or 
demoted personnel given preference, when. 

Probationary periods. 

Provisional appointments—approval of director—for what pe- 
riod. 

Emergency appointments. 

Transfer of employees. 

Effect of transfer or promotion to an exempt position. 

Vacancies, how filled. 

Reinstatement register. 

Promotional register. 

Director to certify employment rights of state and of employ- 
ees, 

Director to establish system of service reports. 

Sick and annual leaves—regulations to apply to all state agen- 
cies. 

Layoffs. 

Suspension of employees—exception for national guard mem- 
bers, when—appeal from suspension authorized: 

Dismissal of employee—notice, how given—approval for reem- 
ployment, when. 

Right of appeal, procedure, regulation—non-merit agencies 
may adopt—dismissal appeal procedure—non-merit agen- 
cies, not adopting, to establish similar system, exceptions. 

Powers of board to administer oaths and issue subpoenas. 

Failure of employee to testify—penalty. 

Records open for public inspection. 

Use of public buildings. 

Compliance with law, 

Costs of administration, paid how. 

Violation by employee—penalty. 


Merit system employees entitled to service letter, when—re- 
fusal, penalty. 

Personnel division to perform personnel studies and services as 
directed by commissioner. 

Director's duties for all state agencies—strikes by merit sys- 
tem employees. 


CROSS REFERENCES 


Eleemosynary and penal institutions, employees to be selected 
on basis of merit, Const. Art. IV § 19 
State employees retirement system, Chap. 104, RSMo 


36.470. 
36.500. 


36.510. 


36.010. Citation of law.—This chapter, to- 
gether with any subsequent amendments 
thereto, shall be known and may be referred to 
as “The State Personnel Law’’. 

(L. 1945 p. 1157 § 1, A.L. 1979 H.B. 673) 


36.020. Definitions.—Unless the context 
Clearly requires otherwise, the following terms 
mean: 

(1) “Appointing authority”, an officer or 
agency subject to this law having power to make 
appointments; 

(2) “Class” or “class of positions”, a group of 
positions subject to this law sufficiently alike in 
duties, authority and responsibilities to justify 
the same qualifications and the same schedule 
of pay to all positions in the group; 

(3) “Disabled veteran”, a veteran who has 
served on active duty in the armed forces at any 
time who receives compensation as a result of a 
service connected disability claim allowed by 
the federal agency responsible for the adminis- 
tration of veteran’s affairs, or who receives disa- 
bility retirement or disability pension benefits 
from a federal agency as a result of such a disa- 
bility; 

(4) “Division of service” or “division’’, a state 
department or any division or branch thereof, or 
any agency of the state government, all the posi- 
tions and employees in which are under the 
same appointing authority; 

(5) “Eligible”, a person whose name is on a 
register; 

(6) “Open competitive examination”, a test 
for positions in a particular class, admission to 
which is not limited to persons employed in po- 
sitions subject to this law; 

(7) “Promotional examination”, a test for po- 
sitions in a particular class, admission to which 
is limited to employees with regular status in 
positions subject to this law; 
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34.359. Treaties and law of the United 
States to supersede.—Nothing in sections 
34.350 to 34.359 is intended to contravene any 
existing treaty, law, agreement, or regulation 
of the United States. All contracts under sec- 
tions 34.350 to 34.359 shall be entered into in 
accordance with existing treaty, law, agree- 
ment, or regulation of the United States in- 


§ 36.030 


cluding all treaties entered into between for- 
eign countries and the United States regarding 
export-import restrictions and international 
trade and shall not be in violation of sections 
34.350 to 34.359 to the extent of such accor- 
dance. 

(L. 1987 S.B. 74 § 6) 


Chapter 36 
STATE PERSONNEL LAW (MERIT SYSTEM) 


Sec. 

36.030. Personnel, administration of merit system—departments 
affected —exemptions—employee suggestions. awards au- 
thorized. 

36.031. Applicability of merit system—director of personnel to no- 
tify affected agencies. 

36.060. Duties of board—rules generally, promulgation, review— 
procedure. 

36.150. Appointment and promotions, how made—no discrimina- 


tion permitted—political activities prohibited, exception 
participating in presidential caucus—violations, cause for 
dismissal. 


CROSS REFERENCE 


Leave of absence for military service for public employees 
and officers without loss of status or benefits, RSMo 
41.942, 105.269 


36.030. Personnel, administration of merit 
system—departments affected—exemptions— 
employee suggestions, awards authorized.—1. 
A system of personnel administration based on 
merit principles and designed to secure effi- 
cient administration is established for all of- 
fices, positions and employees, except attor- 
neys, of the department of social services, the 
department of corrections, the department of 
health, the department of natural resources, 
the department of mental health, the personnel 
division and other divisions and units of the of- 
fice of administration, the division of employ- 
ment security of the department of labor and 
industrial relations, the division of industrial 
inspection, the tourism commission, environ- 
mental improvement authority, Missouri hous- 
ing development commission, the Missouri 
State water patrol, the.Missouri veterans com- 
mission, such other agencies as may be desig- 
nated by law, and such other agencies as may 
be required to maintain personnel standards 


on a menit basis by federal law or regulations 
for grant-in-aid programs, except that the fol- 
lowing offices and positions of these agencies 
are not subject to this law and may be filled 
without regard to its provisions: 


(1) Other provisions of the law notwith- 
standing, members of boards and commissions, 
departmental directors, three principal assist- 
ants designated by the departmental directors, 
division directors, one assistant designated by 
each division director, and one secretary for 
each such position, except that these exemp- 
tions shall not apply to the personnel division; 


(2) One secretary for each board or com- 
mission, the members of which are appointed 
by the governor or by a director of the depart-' 
ment; 


(3) One secretary for each director, division 
head and each exempt principal assistant, dep- 
uty and institution head, and each member of 
boards and commissions the members of which 
devote their full time to.the business of the 
board or commission and are appointed by the 
governor or by a director of a department of 
the executive branch of government, except 
the personnel director; 


(4) Chaplains and attorneys regularly em- 
ployed or appointed in any department or divi- 
sion subject to this law, persons employed in a 
professional or scientific capacity to make or 
conduct a temporary and special inquiry, in- 
vestigation, or examination, and persons whose 
employment is such that selection by competi- 
tive examination is not practicable: under all 
the circumstances as determined by the board 
by rule; 
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(5) Persons whose employment is incidental 
to the fulfillment of a formal contract entered 
into in behalf of the state by competent au- 
thority when the persons are in fact employ- 
ees, agents or representatives of the contractor; 


(6) Patients or inmates in state charitable, 
penal and correctional institutions who may 
also be employees in the institutions; 


(7) Persons employed in an internship ca- 
pacity in a state department or institution as a 
part of their formal training, at a college, uni- 
versity, business, trade or other technical 
school, except that by appropriate resolution of 
the governing authorities of any department or 
institution, the personnel division may be 
called upon to assist in selecting persons to be 
appointed to internship positions; 


(8) The resident administrative head of each 
state medical, penal and correctional institu- 
tion, as warranted by the size and complexity 
of the organization and as approved by the 
personnel board; 


(9) A deputy or deputies to the exempt head 
of each division of service, as warranted by the 
size or complexity of the organization and in 
accordance with the rules promulgated by the 
personnel advisory board, and one secretary 
for each deputy so exempted, but merit status 
will be retained by present incumbents of 
these positions and all other positions identi- 
fied in this section which have previously been 
subject to this law. 


2. All positions in the executive branch 
transferred to coverage under this chapter 
where incumbents of such positions have at 
least twelve months’ prior service on the effec- 
tive date of such transfer shall have incum- 
bency preference and shall be permitted to re- 
tain their positions, provided they meet 
qualification standards acceptable to the per- 
sonnel division of the office of administration. 
An employee with less than twelve months of 
prior service on the effective date of such 
transfer or an employee who is appointed to 
such position after the effective date of such 
transfer and prior to the classification and al- 
location of the position by the personnel divi- 
sion shall be permitted to retain his position, 
provided he meets acceptable qualification 
standards and subject to successful completion 
of a working test period which shall not exceed 
twelve months of total service in the position. 
After the allocation of any position to an ¢s- 
tablished classification, such position shall 
thereafter be filled only in accordance with all 

ovisions of this chapter. 


EXECUTIVE BRANCH 


3. The system of personnel administration 
governs the appointment, promotion, transfer, 
layoff, removal and discipline of employees 
and officers and other incidents of employment 
in divisions of service subject hereto, and all 
appointments and promotions to positions sub- 
ject to this law shall be made on the basis of 
merit and fitness. 


4. To encourage all state employees to sub- 
mit suggestions that will reduce the costs, Or 
improve the quality of state services, the direc- 
tor of the personnel division shall establish 
reasonable rules and provide reasonable stan- 
dards for determining the amount, not to: ex- 
ceed five thousand dollars, of any award that 
may be given for a suggestion. Awards shall 
be made from funds appropriated for this pur- 
pose. 


5. The commissioner of administration shall 
submit a report to the president pro tem of the 
senate and the speaker of the house of repre- 
sentatives each year on the employee sugges- 
tion award program described in subsection 4 
of this section. The report shall include infor- 
mation regarding: 


(1) The number of suggestions made; 


‘ (2) The number of suggestions approved for 
implementation; 


(3) The actual and estimated cost savings 
resulting from employee suggestions; and 


(4) The amount of cash awards made to 
employees for adopted suggestions. 


(L. 1945 p. 1157 § 2, A.L. 1947 V. I p. 375, A.L. 1959 
H.B. 1]1. A.L. 1973 Ist Ex. Sess. H.B. 8, A.L. 1979 
H.B. 673, A.L. 1989 S.B. 135, A.L. 1990 H.B. 1452) 


*36.031. Applicability of merit system— 
director of personnel to notify affected agen- 
cies.—Any provision of law to the contrary 
notwithstanding, except for the elective offices, 
institutions of higher learning, the department 
of highways and transportation, the depart- 
ment of conservation, those positions in the 
Missouri state highway patrol the compensa- 
tion of which is established by sections 43.070 
and 43.080, RSMo, those positions for which 
the constitution specifically provides the 
method of selection. classification, or compen- 
sation, and the positions specified in subsection 
1 of this section,** but including attorneys, 
those departments, agencies and positions of 
the executive branch of state government 
which have not been -subject to these provi- 
sions of the state personnel law shall after July 
1, 1991, be subject to the provisions of sections 
36.100, 36.110, 36.120 and 36.130, and the 


pr 
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regulations adopted under sections 36.100, 
36.110, 36.120 and 36.130, which relate to the 
preparation, adoption and maintenance of a 
position classification plan, the establishment 
and allocation of positions within the classifi- 
cation plan and the use of appropriate class ti- 
tles in’ official records, vouchers, payrolls and 
communications. Any provision of law which 
confers upon any official or agency subject to 
the provisions of this section*** the authority 
to appoint, classify or establish compensation 
for employees shall mean the exercise of such 
authority subject to the provisions of this sec- 
tion.*** This section*** shall not extend cov- 
erage of any section of chapter 36, except 
those specifically named in this section,*** to 
any agency or employee. In accordance with 
sections 36.100, 36.110, 36.120 and 36.130, 
and after consultation with appointing authori- 
ties, the director of the personnel division shall 
conduct such job studies and job reviews and 
establish such additional new and revised job 
classes as he finds necessary for appropriate 
Classification of the positions involved. Such 
classifications and the allocation of positions to 
classes shall be established as soon as practica- 
ble but not later than December 31, 1994, and 
shall be maintained thereafter on a current ba- 
sis by the personnel division. The director of 
the personnel division shall, at the same time, 
notify all affected agencies of the appropriate 
assignment of each job classification to one of 
the salary ranges within the pay plan then ap- 
plicable to merit system agencies. Not later 
than July 1, 1996, and thereafter, the affected 
agencies and employees in the classifications 
set under this section*** shall be subject to 
the pay plan and rates of compensation estab- 
lished and administered in accordance with 
the provisions of this section, and the regula- 
tions adopted under this section, on the same 
basis as for merit agency employees. In addi- 
tion, any elected official, institution of higher 
learning, the department of highways and 
transportation, the department of conserva- 
tion, the general assembly, or any judge who is 
the chief administrative officer of the judicial 
branch of state government may request the 
division of personnel to study salaries within 
the requestor’s office, department or branch of 
State government for classification purposes. 
(L. 1990 H.B. 1452 § 54.320 subsec. 3) 


*Revisor’s note: Section 36.031 was originally a part of an- 
other ection to which this material was not germane, an 
apparent rafting error. Interested persons should be 
aware of this enumbering and placement. 


**Apparent reference to section 36.030. 
***Word “subsection” appears in original rolls. 
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36.060. Duties of board—rules generally, 
promulgation, review—procedure.—1. In addi- 
tion to the duties imposed upon it elsewhere in 
this chapter, it shall be the duty of the board: 


(1) To conduct hearings and render deci- 
sions on appeals as provided in this act: 


(2) To make any investigation which it may 
consider desirable concerning the administra- 
tion of personnel subject to this law; 


(3) To hold regular meetings with ap- 
pointing authorities to propose methods of 
resolving general personnel problems; 


(4) To make annual reports, and such spe- 
cial reports as it considers desirable, to the 
governor and the general assembly regarding 
personnel administration in the state service 
and recommendations there. These special re- 
ports shall evaluate the effectiveness of the 
personnel division and the appointing author- 
ity in their operations under this law; 


(S) To make such suggestions and recom- 
mendations to the governor and the director 
relating to the state’s employment policies as 
will promote morale, efficiency and uniformity 
in compensation of the various employees in. 
the state service; 


(6) To promulgate rules and regulations to 
insure that no applicant or employee is dis- 
criminated against on the basis of race, creed, 
color, religion, national origin, sex, ancestry or 
handicap. 


2. No rule or portion of a rule promulgated 
under the authority of this chapter shall be- 
come effective until it has been approved by 
the joint committee on administrative rules in 
accordance with the procedures provided 
herein, and the delegation of the legislative au- 
thority to enact law by the adoption of such 
rules is dependent upon the power of the joint 
committee on administrative rules to review 
and suspend rules pending ratification by the 
senate and the house of representatives as pro- 
vided herein. 


3. Upon filing any proposed rule with the 
secretary of state, the filing agency shall con- 
currently submit such proposed rule to the 
committee, which may hold hearings upon any 
proposed rule or portion thereof at any time. 


4. A final order of rulemaking shall not be 
filed with the secretary of state until thirty 
days after such final order of rulemaking has 
been received by the committee. The commit- 
tee may hold one or more hearings upon such 
final order of rulemaking during the thirty-day 
period. If the committee does not disapprove 
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such order of rulemaking within the thirty-day 
period, the filing agency may file such order of 
rulemaking with the secretary of state and the 
order of rulemaking shall be deemed approved. 


5. The committee may, by majority vote of. 
the members, suspend the order of rulemaking 
or portion thereof by action taken prior to the 
filing of the final order of rulemaking only for 
one or more of the following grounds: 


(1) An absence of statutory authority for 
the proposed rule; 


(2) An emergency relating to public health, 
safety or welfare; 


(3) The proposed rule is in conflict with 
state law; 


(4) A substantial change in circumstance 
since enactment of the law upon which the 
proposed rule is based. 


6. If the committee disapproves any rule or 
portion thereof, the filing agency shall not file 
such disapproved portion of any rule with the 
secretary of state and the secretary of state 
shall not publish in the Missouri Register any 
final order of rulemaking containing the disap- 
proved portion. 


7. If the committee disapproves any rule or 
portion thereof, the committee shall report its 
findings to the senate and the house of repre- 
sentatives. No rule or portion thereof disap- 
proved by the committee shall take effect so 
long as the senate and the house of representa- 
tives ratify the act of the joint committee by 
resolution adopted in each house within thirty 
legislative days after such rule or portion 
thereof has been disapproved by the joint com- 
mittee. 


8. Upon adoption of a rule as provided 
herein, any such rule or portion thereof may 
be suspended or revoked by the general assem- 
bly either by bill or, pursuant to section 8, ar- 
ticle IV of the constitution, by concurrent res- 
olution upon recommendation of the joint 
committee on administrative rules. The com- 
mittee shall be authorized to hold hearings 
and make recommendations pursuant to the 
provisions of section 536.037, RSMo. The sec- 
retary of state shall publish in the Missouri 
Register, as soon as practicable, notice of the 
suspension or revocation. 


(L. 1945 p. 1157 § 6, A.L. 1971 S.B. 327, A.L. 1979 H.B. 
673, A.L. 1993 S.B. 52) 


36.150. Appointment and promotions, how 
made—no discrimination permitted—political 
activities prohibited, exception participating in 

residential caucus—violations, cause for dis- 


EXECUTIVE BRANCH 


missal.—1!. Every appointment or promotion to 
a,position covered by this law shall be made 
on the basis of merit as provided in this chap- 
ter, Demotions in and dismissals from employ- 
ment shall be made for cause under rules and 
regulations of the board uniformly applicable 
to all positions of employment. No appoint- 
ment, promotion, demotion or dismissal shall 
be made because of favoritism, prejudice or 
discrimination. The regulations shall prohibit 
discrimination in other phases of employment 
and personnel administration and shall provide 
such remedy as is required by federal merit 
system standards for grant-in-aid programs 
and is not provided in chapter 296, RSMo. 


2. Political endorsements shall not be con- 
sidered in connection with any such appoint- 
ment. 


3. No person shall use or promise to use, di- 
rectly or indirectly, for any consideration 
whatsoever, any official authority or influence 
to secure or attempt to secure for any person 
an appointment or advantage in appointment 
to any such position or an increase in pay, pro- 
motion or other advantage in employment. 


4. No person shall in any manner levy or so- 
licit any financial assistance or subscription for 
any political party, candidate, political fund, 
or publication, or for any other political pur- 
pose, from any employee in a position subject 
to this law, and no such employee shall act as 
agent in receiving or accepting any such finan- 
cial contribution, subscription, or assignment 
of pay. No person shall use, or threaten to use, 
coercive means to compel an employee to give 


* such assistance, subscription, or support, nor 


in retaliation for the employee’s failure to do 
so. 


5. No employee selected under the: provi- 
sions of this law shall be a member of any na- 
tional. state, or local committee of a political 
party. or an officer of a partisan political club. 
Such person shall take no part in the manage- 
ment or affairs of any political party or in any 
partisan political campaign, except that noth- 
ing in this section shall prohibit an employee 
from attending and participating in a partisan 
presidential caucus held for the purpose of de- 
termining a group of registered voters’ prefer- 
ence for the office of President of the United 
States. No such employee shall be a candidate 
for nomination or election to any partisan pub- 
lic office or nonpartisan office in conflict wit 
that employee’s duties unless such person re- 
signs. or obtains a regularly granted leave of 
absence, from such person’s position. 


presidential caucus—violations, cause for Cis7_ 2080 
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6. No person elected to partisan public office 


shall, while holding such office, be appointed 
to any position covered by this law. 


7. Any officer or employee in a position sub- 
ject to this law who purposefully violates any 
of the provisions of this section shall forfeit 
such office or position. If an appointing au- 
thority finds that such a violation has oc- 
curred, or is so notified by the director, this 
shall constitute cause for dismissal under sec- 
tion 36.390 and a final determination by the 
board as to the occurrence of a violation. 


(L. 1945 p. 1157 § 43, A. 1949 S.B. 1018, A.L. 1973 Ist 
Ex. Sess. H.B. 8, A.L. 1979 H.B. 673, A.L. 1993 S.B. 
31) 


§ 37.005 
36.390. 


(1986) This section requires the board to calculate backpay, 
to date of wrongful discharge, but allows board to adjust 
such backpay by rule of “avoidable consequences” and by 
an amount for costs and reasonable attorneys’ fees. DeSilva 
v. Director of Div. of Aging, 714 S.W. 2d 690 (Mo.App. 
1986). 


(1988) Attorney general was authorized to terminate an as- 
sistant attorney general at any time and was not required 
to adopt a post-discharge hearing procedure. Where more 
than one statute deals with the same subject, the statutes 
should be harmonized when reasonable but to the extent of 
any discord between them, the definite prevails. (Mo.App.) 
Wood v. Webster, 772 S.W. 2d 1. 


Chapter 37 
OFFICE OF ADMINISTRATION 


Sec. 
37.005. 
37.012. 


Powers and duties, generally. 

Commissioner may provide cooperative purchasing services 
—when. 

Definitions—socially and economically disadvantaged small 
business concerns—plan to increase and maintain partici- 
pation—study—oversight review committee, members. 


37.020. 


SURPLUS PROPERTY 


Federal surplus property fund established, purpose— 
investment—not to lapse into general revenue. 

Report by commissioner on surplus property agency, 
content. 


37.076. 


37.079. 


FORMS MANAGEMENT UNIT 


37.300. Definitions. 


CROSS REFERENCES 


Capital cases, state to reimburse certain counties for prose- 
cution, when, RSMo 50.853 

Crimes committed in state prisons, prosecution, expenses, 
county to be reimbursed, limitation, computation, RSMo 
50.850 

Missouri advisory assistive technology council to be as- 
signed to office of administration, when, RSMo 191.858 

Motor vehicles, state fleet; fuel conservation and alternative 
fuels use’ program, powers and duties, RSMo 414.400, 
414.406, 414.415 

Purchases, contracts, leases by all public agencies to be 
only for goods produced in the United States, exceptions, 
procedure, RSMo 34.350 to 34.359 

Regulation of conflicts of interest, financial disclosure, and 
lobbying, RSMo 105.456 to 105.498 

Underground storage tank insurance fund, advisory com- 
mittee to be member, duties, RSMo 319.131 


37.005. Powers and duties, generally.—1. 
Except as provided herein, the office of admin- 
istration shail be continued as set forth in 
house bill 384, seventy-sixth general assembly 
and shall be considered as a department 
within the meaning used in the Omnibus State 
Reorganization Act of 1974. The commis- 
sioner of administration shall appoint directors 
of all major divisions within the office of ad- 
ministration. 


2. The commissioner of administration shall 
be a member of the governmental emergency 
fund committee as ex officio comptroller and 
the director of the department of revenue shall 
be a member in-place-of the chief of the plan- 
ning and construction division. 


3. The office of administration is designated 
the “Missouri State Agency for Surplus Prop- 
erty” as required by Public Law 152, eighty- 
first Congress as amended, and related laws 
for disposal of surplus federal property. All the 
powers, duties and functions vested by sections 
37.075 and 37.080, and others, are transferred 
by type I transfer to the office of administra- 
tion as well as all property and personnel re- 
lated to the duties. The commissioner shall in- 
tegrate the program of: disposal of federal 
surplus property with the processes of disposal 
of state surplus property to provide economical 
and improved service to state and local agen- 
cles of government. The governor shall fix the 
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HUMAN RESOURCES 


DIVISION OF STATE AGENCIES 
HUMAN RESOURCES : 


| ESTABLISH AND MAINTAIN RULES CUSTOMIZE PERSONNEL 
| NEEDS 


MAINTAIN CLEARINGHOUSE MISSION UNIQUENESS 


CONSULT RECRUIT 


TRAIN TEST 


« 


CLASSIFY 


PROPOSE GUIDELINES 


PERFORMANCE REVIEW SELECT 


PROVIDE ON-LINE INFORMATION PROMOTE 


STAFF BOARD ASSESSMENT 


LEVEL 1 OFFICE OF ADHINISTAATION PROGRAM DECISION ITEM GOVERNOR 


LeveL 2 DIVISION OF PERSONNEL FORM 5 PAGE 198 
LEVEL 3 PERSONNEL — OPERATING 30809 
LEVEL 4 DECISION ITEM RANK O16 
LEVEL 5 DECISION ITEM NO- 092 NAMES DATA PROCESSING UPGRADE 
LEVEL & : 
(1) PROBLEM(S)® ' Ss COST SUMMARY 
CURRENT YEAR BUDGET YEAR GOVERNOR 


The Division of Personnel needs to significantly upgrade 
Ita data procenaing and work automation capabilities. We BUDGET CLASS/FUND EXPENDITURES REQUEST RECOMMEND 
need to make our staff more fully productive and to mect 


the information needs of our customers. While other EXPENSE E EQUIPMENT 


agencies have upgraded their capabilities two or even GENERAL REVENUE 464,000 

thceee times, we have never truly completed a first 

{mplementation. TOTAL EXPENSE E& EQUIP 464,000 
(2) ODIJECTLVE(S) TOTAL DECISION ITER G64,000 


To implement the upgrade and completion of Division of 
Personnel data processing and office automation 
capabilities. 


Ge PERFORMANCE MEASURES 


(3) DESCRIPTION: : 
This request includes four categories of office automation 
and data processing improvements: 


(d) Selection and Certification System Update — Conversion 


(a) New Workstations aay Purchase of 15 new AS400 compatible of existing nclection/certificat on systems from a 
workstations to expand our use of current Office of stand-alone Wang System to an AS400 System. This 
Administration systems. This workstation base would conversion would allow better connectivity with other 

be necessary for the {maging system and the other OA systems and would provide the operating capacity 
capabilities requested ; to allow state agencies to make automated inquiries 


regarding lists of eligibles. 
(b) Imaging System — An employment application imaging 


systen, including in-house processor and storage, to (4) COST EXPLANATION: 
support important services Fo our applicant and The cost estimates included in thia request are? 
agency customers. An imaging system is essential to 
aupporting the Department of Mental Health's New workatation base (/5 i L Compu 45.000 
“Reinventing Government” initiatives for the develop- Application imaging Cre eae vr ro Pee aa Ln EINE 
ment of a new selection system based on a data base Upgrade of office automation 159,000 
, 
of oes and for the provision of applications to Update of selection/certification system : 155,000 
agencies; F464 000 
"(c) Office Automation Upgrade - Completion of conversion Since this item is primarily for the purchase at data 
from the Wang System to the AS400 Office Automation processing equipment, only $23,200 in maintenance and user 
System and to extend office automation aystem cape service costs Will be continuing expenses. The remaining 
bilities to the approximately one-half of the ataff $440,800 is one-time cost. 


for whom the capabilities have not been available 
under the old system; and 
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LEVEL 1 OFFICE oF ADMINISTRATION 


LEVEL 2 DIVISION OF PERSONNEL 
LEVEL -3 PERSONNEL — OPERATING 


LEVEL 4% 
LEVEL 5 
LEVEL 6 


TITLE 
-DATA PROC EXPENSE € EQUIPMENT 
TOTAL EQUIPMENT 


SOURCE OF FUND SUMMARY 
GEN REV FUND 


GRAND TOTAL 


30809 


PRIOR YEAR 
EXPENDITURE 


EXPENSE AND EQUIPMENT 
FORM T 


DECISION ITEM RANK O16 
DECISION ITEM NO- 092 


CURRENT YEAR BUDGET YEAR 
EXPENDITURE REQUEST 


464,000 


ep 


& 64,000 


46% 000 


%6%,000 


ame ae eee SSS SSS ee 
== eee oe oorererr — fo oe 


NAMES DATA PROCESSING UPGRADE 


GOVERNOR 
RECOHMENDS 
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FEASIBILITY STUDY 
DIVISION OF PERSONNEL 
NOVEMBER 15, 1993 


The Division of Personnel requested, as a project for FY94, a 
feasibility study in the area of employment applications. The 
purpose of the study is to look at the application process as it is 
conducted now, to determine if imaging could be used to facilitate 
the process, which is the tracking and processing of those documents 
and the early disposal of the applications in order to discontinue 
the current manual filing system. 


BACKGROUND : 


The division currently processes upward of 400,000 pieces of paper 
in the processing of applications during a calendar year. 
Applications arrive on the average of upward to 200 per day. 
Keeping the application and the supporting documentation sent with 
it, along with the correspondence that takes place over the life of 
the application, is a major undertaking. 


Applications are currently tracked, for the most part, with a manual 
routing slip. An application could be on any of three or four 
desks, in a given unit, within the application processing section. 
The only way to find the application is if someone knows where it is 
or a search is undertaken to locate it. Sometimes it takes as much 
as forty-five (45) minutes or more to locate an application when a 
request is’made for information contained within that file. At 
times as many as three or four persons are looking for the same 
application. The application is not always where it is thought to 
be, as someone may have needed it to process a different inquiry 
related to the application. Each time an application is handled by 
someone in the processing flow; an out card must be prepared to 
identify who has the application and where in process it is, this 
sometimes does not happen. Each of these manual processes inhibit 
the flow of the information and also are a point at which errors can 
be introduced either through omission of a step or incorrect 
information being recorded. 


The applications are stored using manual files. This allows for 
misfiling and sometimes lost documents (that were ready for filing 
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The applicant is then scheduled automatically by the system into the 
appropriate test cycle or cycles. Some applications are received 
too late to be entered into the system for automatic scheduling and 
are forwarded to the supervisor of:data entry who adds them to the 
test schedule using a manual process. The data entry task is the 
last to be performed and is only done after all other processing for 
the application has taken place. 
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RESULTS OF STUDY: 


After viewing the current application process and attending the 
various vendor presentations and demonstrations it appears 
significant improvement could be made by implementing imaging within 
the application processing cycle in the Division of Personnel. 


Before imaging can be implemented within the Division of Personnel a 
policy must be developed and a procedure put in place to enact that 
policy. 


That policy will need to describe the imaging process as it supports 
and becomes the record of the business process. It would need to 
describe in the regular course of business or activity that the 
division has kept or recorded any memorandum, writing, entry, print, 
representation or event. That in the regular course of business has 
caused any or all of the same to be recorded, copied or reproduced 
by any photographic, photostatic, microfilm, micro-card, miniature 
photographic or other process which accurately reproduces or forms a 
durable medium for so reproducing the original. If so, the original 
may be destroyed in the regular course of business unless held in a 
custodial or fiduciary capacity or unless its preservation is 
required by law. 7 


Imaging could be used in the following areas to facilitate 
application processing. 


Reception Areas Currently applications are received and 
processed by the receptionist and forwarded to the OSS unit. 

At this time no mechanism is in place to track an individual 
application. By implementing imaging and entering sufficient 
information to identify an application the tracking of same 
could be started before it leaves the reception area. Also 

at this time the application could be forwarded either manually 
or through the imaging system to the data entry section for 
initial processing in the scheduling system. 


If the applicant is already in the scheduling system any updates 
needed-could be made at this time and, if a new applicant, they 
could be established in the system at this time. After the 
application is imaged it can be designated for disposal rather 
than being sent to be filed. 


Also, when a phone call is received the receptionist could enter 
name or social security number to determine where in process an 
application is and in some instances provide the required 
information. If.needed the receptionist could forward the phone 
call to the appropriate person and they would know where the 
application is and be in a position to respond in a timely 
manner to the request for information. 


Data Entry: Currently processing by data entry is the last step 
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in the application processing cycle. If information is not 
clear or it is missing, the operator must take the application 
to the OSS unit or analyst for the additional information ‘before 
processing can be completed. 


With the current design of the form, the identification number 
entered on page three (3) must be keyed which requires rotation 
of the document by data entry to be able to read it. If this 

number was on the front of the document, it could be identified 
‘after scanning as an index to be used in the retrieval process. 


If the application was sent by the imaging system to data entry 
the document could be routed by the system to the appropriate 
entity to make the needed clarifications and/or corrections and 
then forwarded back to data entry for completion of their tasks. 
This would reduce or eliminate the need for data entry to 
deliver the application to other areas thus saving time in data 
entry. 


Operations Support Staff: Currently the OSS unit receives 
an application from several sources and must keep track of 
where the application came from and who it is to be returned 
to or forwarded to. 


With the application imaged the work flow could have steps, 
within the application process, automated and routing could be 
done automatically after each step in the process is completed. 


Requests for information to be typed to solicit additional 
information from the applicant, to complete processing of their 
application could be automated using the capability of WINDOWS 
software to have more than one application active at one time. 
The request could be viewed in-“one window and the form prepared 
in another window without the need to use a typewriter to 
complete a preprinted form. 


With imaging, when phone calls are received in the unit it would 
require just a few keystrokes to answer a question rather than 
the several minutes required currently to locate the 
application. 


The OSS unit also does coding and other notations on the 
document which will require the use of notes or a like feature 
to attach to the document and be made a part of. 


When the Analyst Section has completed work on the document and 
the OSS unit has completed processing it can be routed to data 
entry to have the scores and class codes entered into the WANG 
scheduling system to have the exam(s) scheduled as required to 
complete the application processing cycle. 


Analyst Section: Currently the analyst must handle the 
application file and all the documents contained in it manually. 
The possibility of documents becoming separated from the file 
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but somehow got "“misplaced") and a search is again required to 
retrieve the application. A considerable amount of floor space is 
required for the manual files. It is’a time consuming process to 
leave ones work area to go to the manual files to retrieve an 
application for additional processing or returning the application 
to the file. 


Applications are received in the division and processed initially in 
the reception area. At this time they are time and date stamped, 
sorted with the information available and out cards prepared for 
correspondence as necessary. 


They are then forwarded manually to the Operations Support Staff 
(OSS) for processing. The OSS unit logs the application in, assigns 
an identification number, enters the date and an out card is updated 
er prepared. The OSS unit also logs onto the MESH system to 
determine if the application is for a position in which the 
applicant has already been appointed, and/or to verify if the 
applicant is a current employee. The OSS unit sorts the 
applications by position/class code and manually passes them on to 
the team leader, who reviews the applications for completeness. If 
all is in order the team leader forwards them manually to the 
analyst section for the next step in the processing cycle. 


The team leader for the analyst section tallies the number of 
applications, screens for special needs and then distributes them 
manually to an individual analyst for processing. Each analyst 
reviews the documentation contained within the application to 
determine if the applicant is qualified for the position being 
requested to be tested for. If additional information is needed, a 
request is prepared to forward to the OSS unit for preparation of 
the necessary: documents to obtain the needed information. This is a 
manual process and is labor intensive and, as the information is 
written down and the necessary forms prepared, the possibility for 
errors exists (wrong SSN, misspelled names, etc.), as well as the 
documents becoming lost. 


After the individual analyst has processed the application for the 
positions assigned for their review, it is forwarded back to the 
analyst team leader to determine if other positions need to be 
reviewed aid, if so, the process is repeated until all positions 
have been reviewed. Most applications can be completed by a single 
analyst when all positions being applied for are in the same 
category/classification. The analyst determines the exam 
components, codes component, cycle, priority and specialty on the 
application. They also prepare the rating for the Education and 
Experience portion of the exam. If additional ‘information is needed 
a form letter is prepared to request it and a tickler card is 
prepared to track the request. After the applicant is certified 
eligible for the position requested,the application is forwarded to 
the data entry unit for entering into the application scheduling 
system. 7 
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exists. The lead analyst must sort the applications by 
position/class code and assign them to <he,analyst that works 
those particular positions. 


After the analyst has worked the application, it is coded and 
returned to the lead analyst for review and forwarding either to 
the analyst for further work or back te the OSS unit for 
processing. 


The analyst must prepare a request for information, code the 
application information pending, and fcrward to the OSS unit for 
further processing (preparation and mailing of request for 
information). 


The imaging work flow system could be established to route all 
like position/class codes to a particu-ar analyst relieving 
the lead analyst of the sorting functicn. After review and 
evaluation the analyst would attach a note to the application 
instructing the OSS unit what information is ‘required and not be 
concerned that the note may become losz. The same is true of 
the other notations made on the currerz paper document. Notes 
attached would follow the application z=nroughcut the 

processing cycle (such as veteran's preference, Education and 
Experience ratings, etc.). Any docum ntation received from the 
applicant to support the application wcsuld be scanned and be 
made a part of the original apclicaticn file to be used in 
further processing. 


If at this time no additional work is required by the OSS 

unit or the analyst unit, the épplicat-on wouid be forwarded to 
data entry for completion of the task sf entering information 
into the WANG system required to schecule the applicant for the 
exam(s). 


With the volumes of information contained in some applications 
it is essential an indexing scheme be ceveloped for the timely 
retrieval of documents within an application file. This will 
require an in depth study and classification cf documents in 

the application processing cyc-e be conducted. By grouping like 
documents together for retrieval, the "search" time will be 
greatly reduced. Examples of such would be; supervisory courses 
taken through the Division of Personne:, Technical courses taken 
to support the position being epplied <or, etc. With this 
feature provided, when an application -s being reviewed only 
those documents relevant at that time would need to be 
retrieved. Currently under the manue_. process the entire file 
must sometimes be searched to find all related documentation. 


This will be a major change in how the work effort of the 
analyst is done currently. Ali work -5 now dcne from paper 
documents and is sometimes hamsered by missing documents. 

The change to an imaging system to accomplish this work 
effort will be a cultural change . In some éreas it will 
possibly slow the process but in the cverall srocess the time 
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savings and ability to respond to inquiries very quickly will 

outweigh the disadvantages of thag change.~ A procedure for . 

using the imaging (paperless) system will need to be developed 
and implemented to facilitate this change. 


ROLES AND RESPONSIBILITY CHANGES: 

With the implementation of imaging, within the division, a need 
for changes in roles and responsibilities of certain positions 
will occur. The receptionist or other clerical positions will 
need to be updated to reflect the role of operating the scanning 
equipment. It will also need to reflect the responsibility of 
indexing documents for retrieval at the time of scanning when 
appropriate. A system administrator function will require 
definition and implementation. This position will be 
responsible for implementing the work flow process established 
and the maintenance thereof to implement changes to the process 


as they occur. 


The analyst and OSS Unit roles would change in that they would 
now perform their application processing function using the 
imaging system versus the paper documents as in the past. 

For this change to happen smoothly sufficient training will 
need to be provided to staff using the imaging system to 
perform their task. This will include training on how indexing 
is used to retrieve documents, including the index combinations 
that can be used to retrieve a specific document(s). With this 
knowledge the manual log used to track a document before will 
be easily replaced by automated indexing, and at the same time 
provide the assurance a document can be retrieved easily and 
quickly. The use of notes or other tracking materials can be 
affixed to the application in chronological order to pass 
pertinent information throughout the process. 


Related to the role changes will be a need to provide equipment 
to enhance the ability of personnel to perform their tasks at 

an optimal level. This will require the addition of high 
resolution, large screen monitors with the ability to display 
documents side by side for review and comparison. The 
workstations will require upgrading for staff operating the 
imaging equipment. The workstations must be established with 
the ergonomic impact in mind. The workstation must be conducive 
to the work.tasks being performed. There will be periods of 
time when highly repetitive tasks will be performed and 
ergonomics will play a very important role in the acceptance and 
success of these tasks. 


It is understood that the tedious task of filing and 

retrieving of the manual files will be eliminated with imaging 
and should provide balancing of the change to the scanning tasks 
that will be required using the imaging system. 


Outgoing correspondence that is currently prepared using a 
manual process could be automated through the use of the 
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functionality provided by word processing. Form letters that 
are currently completed manually could be cempleted online and 
eliminate the need to prepare the request for correspondence 
that is now required. This could be for correspondence asking 
for additional information to complete the ‘application 
processing or informing the applicant they are now qualified 
or not qualified for the position(s) being applied for. 


For this to be possible, it will require the installation of 
letter quality printers within the application processing 
section sufficient to handle the volumes currently being 
prepared manually. 
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SUMMARY : 


Imaging introduces an opportunity to change the processing 
flow/steps in the application processing function within the 
Division of Personnel. It will allow an application to be entered 
and indexed upon receipt in the division. The application will’ then 
be accessible by anyone having access to the imaging system, with 
the necessary level of authority to see all or parts of the 
application, using the information keys defined to retrieve the 
application. 


Imaging will provide the Division of Personnel the ability to 
respond to inquiries from applicants more quickly and also with 
more accuracy as documents related to an application, once imaged 
are available for the life cycle of the application. The 
application will now be available within seconds for review rather 
than the several minutes now required at times. Questions will be 
able to be answered during the conversation with the applicant 
rather than recording the request for information needed and then 
retrieving that information to be relayed to the applicant in either 
written form or a returned phone call. At times documents become 
separated from the file and a need arises to have that information 
resubmitted by the applicant. Imaging will eliminate this - 
possibility provided the indexing is well defined and adhered to. 
By eliminating the "lost document syndrome", the integrity of the 
process by the general public will be enhanced. The service level 
provided to the applicant by the division will be greatly improved 
and the ability to be more interactive will present a forum for 
more information to be shared or requested on a more timely basis. 
This ability to shorten the information gathering process will 
improve the perceived and real service level to and by the general 
public. 


Imaging will provide the ability for work to be distributed to 
various analysts. Frequently, when an application has a request for 
multiple positions, they span categories of work and require 
different analyst to perform the review and evaluation. Imaging, 
with work flow routing, would allow certain categories to 
automaticaily be routed to the analyst to which that position is 
assigned for review and evaluation. The application would be 
available at the analyst desk for which responsibility for a 
particular position(s) is assigned. At the same time another 
analyst could be working with the same application for other 
position(s) at their desk. If information is pending from the 
applicant it can be noted and the system will notify the user that 
the request for information has been received (within the time 
allowed) or that it has not been received and allow follow up action 
to be taken or processing of the application to be stopped. 

Through the functionality provided by WINDOWS software several of 
the functions performed can be integrated on an individual desktop. 
It can provide the ability to have a 3270 session (e.g. MESH) 
running in one window, imaging in another, a spreadsheet in ,another, 
etc., and allow them to be viewed concurrently. 
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Imaging would also provide the ability for the receptionist to have 
access to the application at all points in proeessing. This revised 
processing flow will provide the receptionist with the ability to 
answer a high volume of the questions received related to an 
application. 


Imaging upon receipt of the application and supporting documentation 
will also alleviate the misfiling of the application and 
documentation contained within it. It also will alleviate the "lost 
document". With scanning of the entire file upon receipt any 
information requiring a hard copy could be printed upon demand. 
Imaging would remove the ability to misplace or lose documents after 
processing by the receptionist upon receipt in the division. 


If changes in processing allow the destruction of the application 
file after the imaging process takes place, a significant savings in 
time used in distributing, filing and retrieval functions would be 
realized. Along with this savings in time, floor space would be 
made available for other uses. This would also eliminate the 
current need to purge the files manually after either the six (6) 
months or three (3) year life of an application. The system would 
be implemented with those parameters in place and documents would be 
purged automatically upon those predefined expiration dates. 


The ability would be present to track the number of applications by 
position code assigned to each analyst. The possibility would also 
exist to have an automated tracking of how long an application takes 
to process by different positions, such as Mental Health positions 
versus Corrections positions for the the same classification. 


It must be noted that the system selected will determine the routing 
Capabilities that will be available... It will also determine the 
level of reporting and tracking which can be accomplished. Any 
system selected will greatly improve the ability of the Division of 
Personnel to track an application, its associated documentation and 
at the same time respond to questions related to it in a more 
efficient and timely manner. 


The success of imaging within the Division of Personnel will be 
determinedsby a strong commitment from upper management and the 
level of training received by the users and the system 
administrator(s). It is very important that individuals designated 
as users of the system be included in the process as imaging is 
brought in house and that they have input into how the system 
functions in relation to their day to day tasks. They may have very 
sound recommendations on work flow routing. They will have insight 
as to how imaging can he implemented to facilitate the application 
processing cycle and improve productivity, as well as reducing the 
elapsed time to process an application. By being made a part of the 
change to image processing, the resistance level will be greatly 
reduced and it will be "their" system being implemented. 
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Overview and Progress Summary on 
Implementation of ESHB 2054 
The 1993 Civil Service Reform Bill 


Key Components of ESHB 2054: 


Merger of Higher Education Personnel Board and the State 


Personnel Board 
s 1993-95 savings are $338 thousand and 4.4 FTEs 
H HEPB abolished; staff relocated with DOP 
bi Activities underway to integrate "best of both systems" 


Department of Personnel Director is appointed by and serves 
at the pleasure of the Governor 


Greater emphasis on workforce diversity training 
« - Diversity trainers.currently being selected 
a Training for managers will begin this year 


Agencies to use joint employee-management committees to 


ensure employee involvement 
a Agencies have begun establishing employee/management 
committees with guidance from OFM . 


Rule-of-Five increased to Rule-of-Seven 
7 Implemented effective July 1, 1999 


Governor’s pool of exempt positions increased to one 
percent of the classified work force 


Legislative task force to study the personnel system; 
recommendations due to Legislature by December 1993 


ad 


Creation of the Washington Management Service - a separate 
personnel system for state managers 
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WORK IN PROGRESS IN THE DEPARTMENT OF MENTAL HEALTH : 
No.2 JULY 1994 


Reinventing the State Merit System 
‘and other employment practices 


Two major initiatives of this task 
force are ready to go on line July 1. 


' They will provide managers with more 


flexibility to get the job done for the 
agency and will provide employees 
more career opportunities. 

The state Division of Personnel 
has approved a proposal allowing 
DMH facilities to recruit, select. and 
hire individuals for licensed or certi- 
fied positions. 
Previously, these 
hires had to come 
from a listing pro- 
vided by the Divi- 
sion of Personnel. 

Jim Lowery, 
who directs the 
DMH Office of 
Human Resour- 
ces and chair of 
the task force, 
said the change 
should give the 
facilities more flexibility and reduce 
the amount of time and paperwork. 

“These are positions that tradi- 
tionally are in high demand, but there 
is a short supply of people available,” 
Lowery said. “Placing the recruitment 
and hiring at the facility level will 
speed up the process of filling these 
positions.” 

Licensed or certified positions ac- 
count for about 1,010 positions in 33 
different classes in the DM{H. These 
are positions that require a state li- 
cense or certificate to practice a pro- 
fession. These include nurses, doctors, 
and therapists. 

Another major initiative of this 
task force: will give managers more 
flexibility in filling positions. There 
currently are more than 400 job clas- 
sifications within the DMH. Putting 


The Deparment of Mentai Health is 
moving ahead on seven initatives as 
part of its Reinventing Government ef- 
fort. The REINVENTING GOVERNMERKT 
newsletter provides an upde‘e on the 


work in thos? seven areas. ‘ncluding 
an in-depth look at one of ine seven 
areas. This issue features 2 close up 
look at reinventing the State !.erit Sys- 
tem and other employee préctices. 


the best person in a position is not al- | 


ways possible because of the sometime 
rigid requirements of particular posi- 
tion titles under the merit system. A 


narkioms. 


nerson may he wall suited to to2 omarion 
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lar position, but lack the requirements 
of the position as it is listed on paper. 

An initiative to address this situ- 
ation involves 42 current classifica- 
tions involving over 1,500 current 
emplovees. When 
vacancies occur 
in these 42 clas- 
sifications, man- 
agers will review 
the job function 
and choose one of 
three classifica- 
tion options to fill 
the vacancy. 

For example, 
a typist position 
could be filled by 
either a cierk-ste- 
nographer II, clerk-typist Ii. or clerk 
II. This change will allow managers 
to adjust for changes in the needs and 
demands of the pusitiun. Thus also will 
give employees more career opportu- 
nities, end allow them to bester uti- 
lize their skills and knowledze to help 
the agency. 

The 42 classifications involved in 
this init.ative include clerica:. dietary, 
physicians and psychiatrists, sub- 
stance-aduse counselors, clinical social 
workers. programs speciaiists, and 
therapists. Acomplete list is available 
in each facility's personnel ozXce. 

In addition to these two in:ciatives, 
the task force is continuing work on 
other means of broac bancing posi- 
tions within the departmen:, and 
working on changes to streamiine the 
emploves grievance process. 
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INITIATIVE UPDATE: 


Following ts an update on the other six 
initiatives underway tn Reinventing the De- 
partment of Mental Health. 


Preparing DMH Facilities 


for Health Care Reform 

Missouri, with Gov. Mel Carnahan's. 
leadership. is applying for a waiver for its 
Medicaid program. Because this waiver 
will dramatically.change the way services 
are funded and delivered, the DMH has 
determined that its six state-operated com- 
munity mental health centers need to be 
positioned ior competition in the managed 
care marker. The state-operated centers — 
although exceeding estimated projections 
in new program initiatives — are bound 
by state regulations and merit system - 
rules and processes which do not lend 
themselves <o the flexibility needed to com- 
pete in a changing market. 

In addition, state-operated centers 
lack the ability to fully avail themselves 
of alternative funding streams because of 
their status as state agencies. The task 
group determined that to effectively oper- 
ate in the changing health care environ- 
ment, the DMH’s state-operated centers 
must be converted to private, nonprofit 
agencies. 

In order to carry out this transition, it 
will be necessary for specific legislation to 
be introduced calling for the creation of an 
agency with a specified mission. The ex- 
isting state-operated centers have con- 
tracts and leases that would have to be 
renegotiatec into the name of the new 
agency. Means of transferring state equip- 
ment to the new entity would also have to 
be explored. It is estimated that it will take 
one year to compete this conversion — as- 
suming that proposed legislation changes 
can be accomplished in the next legisla- 
tive session. Another extremely important 
consideraticn is to develop the means 
whereby current state emplovees could be 
transferred 2) the new agency. 


(continued on the dack) 
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Broad-band Model 
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NAPA model 


The National Academy of Public Administration (NAPA) recently completed a study of 
job classification for the federal government. The NAPA. model classifies work rather 
than positions, because “classifying work places an organization in the best posture to 
develop, promote and use the skills of its work force.” Position classification ignores 
fundamental factors that affect work, such as motivation, creativity, and interaction with 
other people. Focusing on work rather than positions creates incentives for employees to 
take on new tasks and develop new skills. 


career paths of entry/developmental, full performance, and senior/expert. New employees 
generally begin work in a position at the entry/developmental or full performance level. 
Employees with technical expertise or superior performance may rise to the senior/expert 
level. 


The NAPA model proposes to decentralize control over progression within the pay range 
and to relate pay more to performance. This model could give managers flexibility in 
managing pay and performance. The model has three parts: broad-banding, decentralizing 
to line managers, and managing to budget without artificial constraints. It also envisions 
eliminating centralized position-based management reflected in ceilings on the number of 
full-time equivalent employees. 


Broad-banding 


A recent Hewitt Associates study on broad-banding describes it as “a way to promote 
a career orientation versus a salary grade orientation. The five most often cited for 
implementing broad-banding programs are to: 


- 


1. Facilitate internal transfers and job mobility 
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2.  Deemphasize promotions 


3. Support a new organization culture or climate 
4. Foster a flatter organization 
5. Simplify and reduce administrative effort 


Other reasons for implementing broad-banding include fostering a broadly skilled work 
force, increasing management flexibility, emphasizing individual performance, and 
minimizing the need for job evaluation and analysis, Broad-banding has radically fewer 
vertical levels and job titles and wider salary range boundaries than other classification 
systems. It is less concemed with level of the job in the organization and more concerned 
with employee involvement in the total organization. 


Broad-banding has five key design features: 
1. Fewer grade levels (bands) and titles 


2. Wider salary ranges with no midpoints but with target salaries based on market 
pricing and pay equity | 


3. Two or more market-based pay ranges or broad classifications per band 
4. Career tracks for both managerial and technical employees 
5.  Skill- and knowledge-based pay for nonmanagerial employees 


In developing the number of bands for the organization, the most important consideration 
is the number of management layers required. One band for each management layer is 
preferable. A second consideration in setting the total number of bands is the number of 
levels necessary for individual contributor (nonmanagerial) bands. A banded structure will 
have no more than three professional levels, though one or two levels is more typical and 
desirable, Bands 5 and 6 in Figure 5 are the two professional levels in this hypothetical 
model of a broad-band structure. The goal is to eliminate excess and redundant levels in 
a system. 


Seven of the 13 bands in Figure 5 are management layers. The issue of dual career tracks 
is addressed in the five “individual contributor” levels from “Advisor” to “Executive 
Expert.” Most professional jobs are within the specialist and senior specialist job family 
bands in this model. Support and technical jobs are contained within bands 1 through 4. 


Appendix P 
PROPOSED REVISIONS PROCUREMENT STATUTES 
610.021. Closed meetings and closed records authorized when, exceptions.- 


(12) Sealed bids and related documents, until the-earlier-efeither-when the bids are 
opened; er-alt-bids-ere-necepted-or-al-bids-are-rejeeted and sealed proposals and related 
documents or any documents related to a negotiated contract until a contract is executed, 
or all proposals are rejected. 


34.010. Definitions.- i\Contractratserviees!-shall-inelide-aittelephone; telegraph; 


3 - 


2- 1, The term "department" as used in this chapter shall be deemed to mean department, 
office, board, commission, bureau, institution, or any other agency of the state, except the 
legislative and judicial departments. | 


- 2. "Negotiation" means the process of selecting a contractor other than by competitive 
bids, whereby the commissioner of administration can establish any and all terms and 


conditions of a procurement contract by discussion with one or more prospective con- 
tractors. 


4. The term "supplies" used in this chapter shall be deemed to mean supplies, materials, 
equipment, and contractual services and any and all articles or things, except as in this 
chapter otherwise provided. | 


34,031. Recycled products, preference for products made from solid waste-elimi- 
nation of purchase of products made from polystyrene foam-commissioner of 
administration, duties-report. - 
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34.040. Purchases to be made on peomipereye she abipak now encase pence: 
Hone weil I-PUFERASES-SE tt-Bbe-PESec-OiTr eee Je-Bte 5 ; a6 


1, All purchases in excess of five thousand dollars shall be based on competitive bids, 
except as otherwise provided in this chapter. 


2, On any purchase where the estimated expenditure shall be ten twenty five thousand 
dollars or over, the commissioner of administration shall: (a) advertise for bids in at least 
two daily newspapers of general circulation in such places as are most likely to reach 
prospective bidders or provide such information through an electronic medium available to 
the general public at least five days before bids for such purchases are to be opened. Other 
methods of advertisement, however, may be adopted by the commissioner of 
administration when such other methods are deemed more advantageous for the particular 
Here hs mates rf re-estimated-expenditirets-tess than ter 


of administration sel (hs ) post a notice of the proposed aceon and—He-shall-also-on 


ars: (Cc) solicit bids by mail or other 
es coable method Gon prospective e suppliers. All bids for such supplies shall be mailed, 
or delivered to the office of the commissioner of administration so as to reach such office 
before the time set for opening bids. 


3. The contract shall be let to the lowest and best bidder. The commissioner of ad- 
na shall have the right to reject any or all bids and advertise for new bids, or 
withthe-apprevat-efthe-geverner; purchase the required supplies on the open market if 
they can be so purchased at a better price. When bids received pursuant to this section are 
unreasonable or unacceptable as to terms and conditions, noncompetitive, or the low bid 
exceeds available funds and it is determined in writing by the commissioner of 
administration that time or other circumstances will not permit the delay required to 
resolicit competitive bids, a contract may be negotiated pursuant to this section, provided 
that each responsible bidder who submitted such a bid under the original solicitation is 
notified of the determination and is given a reasonable opportunity to negotiate. In cases 
where the bids received are noncompetitive or the low bid exceeds available funds, the 
negotiated price. shall be lower than the lowest rejected bid of any responsible bidder under 
the original solicitation. 


_ All bids shall be based on standard specifications wherever such specifications have 


one prepared by the commissioner of administration as provided in section 34-050. The 
commissioner of administration shall make rules governing the delivery, inspection, 

storage and distribution of all supplies so purchased and governing the manner in which all 
claims for supplies delivered shall be submitted, examined, approved and paid. He shall 
determine the amount of bond or deposit and the character thereof which shall accompany 


bids or contracts. 
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34.042, GCompetitive-bidding-may-be-waived-rhen: Competitive proposals-when.- 


1. When the commissioner of administration determines that the use of competitive 
bidding is either not practicable or not advantageous to the State, a contract may be 
procured by competitive proposals. All purchases in excess of five thousand dollars to be 
made under this section shall be based on competitive proposals. 


2, On any purchase where the estimated expenditure shall be twenty five thousand dollars 
or over, the commissioner of administration shall: (a) advertise for proposals in at least 
two daily newspapers of general circulation in such places as are most likely to reach 
prospective offerors or provide such information through an electronic medium available 
to the general public at least five days before proposals for such purchases are to be 
opened. Other methods of advertisement, however, may be adopted by the Commissioner 
of Administration when such other methods are deemed more advantageous for the 
particular item to be purchased; _(b) post notice of the proposed purchase; and (c) solicit 
proposals by mail or other reasonable method from prospective offerors, All proposals for 
such supplies shall be mailed, or delivered to the office of the commissioner of 
administration so as to reachsuch office before the time set for opening proposals. 
Proposals shall be opened in a manner to avoid disclosure of contents to competing 
offerors during the process of negotiation. 


3. The contract shall be let to the lowest and best offeror as determined by the evaluation 
criteria established in the request for proposal and any subsequent negotiations conducted 
pursuant to this subsection. In determining the lowest and best offeror, as provided in the 
request for proposals and under rules promulgated by the commissioner of administration, 
negotiations may be conducted with responsible offerors who submit proposals selected by 
the commissioner of administration:on the basis of reasonable criteria for the purpose of 
clarifying and assuring full understanding of and responsiveness to the solicitation 
requirements. Those offerors shall be accorded fair and equal treatment with respect to 
any opportunity for negotiation and subsequent revision of proposals. Revisions may be 
permitted after submission and before award for the purpose of obtaining best and final 
offers. In conducting negotiations there shall be no disclosure of any information derived 
from proposals submitted by competing offerors. The commissioner of administration 
shall have the right to reject any or all proposals and advertise for new proposals, or 
purchase the required supplies on the open market if they can be so purchased at a better 
price. 


1. The commissioner of administration may waive the requirement of competitive bids or 
proposals for supplies when he or she has determined in writing that there is only one 
economically feasible source (sole source) for the item. Sole source awards under this 


section may include but not be limited to the procurement of items available at a discount 
for a limited period of time. 


2,_QOn any sole source purchase where the estimated expenditure shall be five thousand 


dollars or over, the commissioner of administration shall post notice of the proposed 
purchase. Where the estimated expenditure is twenty-five thousand dollars or over, the 
commissioner _of administration shall also advertise his intent to make such purchase in at 
least two daily newspapers of general circulation in such places as are most likely to reach 
prospective offerors or provide such information through an electronic medium available 
to the general public at least five days before the contract is to be let. Other methods of 
advertisement, however, may be adopted by the commissioner of administration when 
such other methods are deemed more advantageous for the particular item to be 
purchased. 


34.045. Competitive bidding may be waived-emergency purchases-when.-_The 
commissioner of administration may waive the requirement of competitive bids or 
proposals for supplies when the commissioner of administration has determined that there 
exists a threat to life, property, public health or public safety, or when immediate 
expenditure is necessary for repairs to State property in order to protect against further 
loss of or damage to State property, to prevent or minimize serious disruption in State 
services, or to ensure the integrity of State records. Emergency procurements shall be 
made with as much competition as is practicable under the circumstances. 


34,046 rative purchasing with other governmental entities- The commis- 


sioner of administration may either participate in, sponsor, conduct, or administer a 
cooperative purchasing agreement whereby supplies are procured directly from another 
governmental entity or in accordance with a contract established by the other govern- 
mental entity. The contract must be established in accordance with the laws and regu- 
lations applicable to the establishing entity. 


34.050. Regulations for purchase of supplies-rules generally, promulgation, review- 
procedure.- 1. The commissioner of administration shall make and adopt such rules and 
regulations, not contrary to the provisions of this chapter, for the purchase of supplies and 
— the ¢ i oabete a of the state as may be ve ahaa ce ia 
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34.060. Requests for bids on supplies and-materials to be in general terms-te-reette 
preference-fer-Misseuri-preduets.- Except as provided in section 34.044, all requests 
hereafter-made for bids and proposals for materialspreduets, supplies, previstens-end 
ether-needed-artieles to be purchased at-publie-expense, shall be made in general terms and 
by general specifications and not by brand, trade name or other individual mark, provided 
such article to be purchased can be definitely described without the designation of such 


dau hare name or pe nee ales ey scene ciao 
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34.076. Missouri contractors, public works, preference, when, exceptions.- 


3. Subsection 1 of this section shall not apply to any public works or product trans- 
portation where the bid is less than five-hundred thousand dollars. 


34.090. Laws requiring purchase from state institutions to be given effect.- If any 
law shall provide that the state shall purchase for its own use the preduets-manufactured 
by-any-institution-of the state supplies available through any institution of the state or shall 
give preference to the predtets_supplies of any such institution, the provisions of this 
chapter shall be deemed modified to permit the commissioner of administration to 
purchase such predtets s upplies Ss or give such preference in any manner prescribed by such 
law. 
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34.100, Delegation of authority to agencies.- The commissioner of administration may 
when in his best judgment it is in the best interests of the state delegate his procurement 
authority pursuant to this chapter to an individual department; provided, however, that 
each instance of sole source purchasing authority in excess of five thousand dollars under 
section 34.044 must be specifically delegated by the commissioner. The delegation may 
allow departments to negotiate the purchase of services for patients, residents, or clients 
with funds appropriated for this purpose. In accepting this delegated authority the 
department acknowledges its ability to and agrees to fulfill all of the requirements of this 
chapter in making purchases and entering into contracts, and keeping records. No claim 
for payment based upon any purchase under this section shall be certified by the 
commissioner unless accompanied by such documentation of compliance with the 
provisions of this chapter as he may require. Any department that fails to fulfill all such 


requirements may have its delegated authority rescinded by the commissioner of 
administration. 


34,120. Departments to report supplies on hand, records of purchase.- Each de- 
partment shall make such reports of supplies on hand, or which may be needed, as the 
commissioner of administration may direct. All reports, bids, specifications and contracts, 
and all records of purchases and sales of any kind, ‘Sst 


rdministration-erby-depe ao-etthte >y-him-made by the commissioner of 
administration shall be keptin-the-effiee-ef maintained by the commissioner of 
administration and shall be open to inspection by the public as prescribed in RSMO 
610.021, After having kept any papers or records referred to in this section for a period of 
five-three years the commissioner of administration may destroy or otherwise dispose of 
said records. 


34.180. To determine form of printed matter-exceptions.- The commissioner of 
administration shall advise with the officials and heads of departments as to the prepa- 
ration of manuscript or copy for any printed matter, so the same may be handled in the 
most economical manner in the editing and printing. The form, style, size and 
arrangement of type, the spacing of lines, the width of borders and margins, the kind of 
binding, the method and material of all public printing, when not otherwise prescribed by 
law, shall be determined by the commissioner of administration having proper regard for 
economy and workmanship and the purpose for which the work is needed, except that (1) 
the form of legislative printing may be prescribed by the general assembly, and (2) that 
after consultation with the commissioner of administration, the clerk of the supreme court 
may determine the typography of work done for the courts and the board of curators of 
the university of Missouri and the boards of regents of the state colleges may determine 
the typography of work aor - their treat institutions. The commissioner 2s 
administration;-with-the ree-oF th 1-comimittee- provide 

Shall standardize as many neti suf printing as are deemed practicable a shall | from Site 
to time prepare instructions to the using agencies describing the standards adopted and 
thereafter the commissioner of administration shall not honor requisitions which do not 
comply with the standards. 


34.210. Printing contracts to be let on competitive bids-exceptions.- When the com- 
missioner of administration shal-have-_procures a contract for the public printing of the. 
state, such contract shall be executed upon competitive bids, as provided in section 


34. —_ renErarD to the —— otherwise = in this a Lagunaktuiet 


34.353. All public agencies and political subdivisions to purchase or lease only goods 
or commodities produced in the United States, exceptions, procedure.- 


2. This section shall not apply where the purchase, lease, or contract involves an ex- 
penditure of less than ene twenty five thousand dollars. This section shall not apply when 
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only one line of a particular good or product is manufactured, assembled or produced in 
the United States. 
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STATUTES RECOMMENDED FOR FUTURE REVIEW 


Section 
3.110 


Ch.37 


37.050 9.(5) 


37.012 


37.300-.390 


Ch. 67.330-.370 


Ch. 70.220 
Ch. 107.170 
Ch. 186.019 


Ch. 209.253 


Ch. 217.090 


Ch. 217.430 


Spnopsis 


requires the printing of state statute to be obtained through DPMM 
as otherwise required by law 


Chapter 37 establishes the Office of Administration. It contains 
several references to procurement and approval processes which 
affect the procurement process. Specifically: 

requires Division of DP&T to establish procurement procedures for 
data processing needs. Therefore, DP&T approval is required 
before DPMM handles procurement process. 


permits quasi-public governmental bodies to participate in cooper- 
ative procurement program 


establishes Forms Management Unit and requires prior approval of 
unit prior to procurement of forms, copy machines 


allows political subdivisions to contract with state agencies and to 
participate in cooperative procurement program 


allows political subdivision to contract with other political entities 
requires bonds on public work projects 
requires DPMM to report to Women's Council 


requires DPMM to competitively bid for a statewide dual-party 
relay system for deaf and hearing impaired communications 


commissioner of administration may lease buildings and grounds of 
Department of Corrections pursuant to public bid, but section 5 
says the director of department shall sign the lease 


grants the director authority to contract for residential treatment 
facilities, does not mention bidding 
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Ch. 217.565 


Ch. 217.575 


Ch. 290.250 


Ch. 414.400-417 


requires Department of Corrections to comply with Chapter 34 in 
procurements for Missouri Vocational Enterprises (MVE) 
commissioner may waive bidding in certain instances 


requires MVE to certify the products and services can not be 
provided by them before procuring on open market; requires 
Division of Purchasing to promote use of MVE goods and services 


requires inclusion of prevailing wage determinations in repair 
service bids 


requires fuel conservation standards be met in the procurement of 
automobiles 
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Projected Missouri Savings 


5% Reduction in Vendor Prices* $22,500,000 
Paper $112,000 
Postage $16,000 
Electronic Invoice Processing** $1,800,000 - $3,900,000 
Total Savings $24,400,000 - 26,400,000 


* Savings were calculated based on a 5% reduction in products and services 


procurements of $250 million of DPMM and $200 million of agency purchases. The State 
of Oregon experienced a 9% reduction. 


** Savings were calculated based on a $5 EDI cost per processed invoice versus an 


industry estimate of $10 for manually processing the invoice for a range of 317,000 to 
634,000 warrants. 
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Missouri Statewide Procurement 


Chart illustrates how $3.5 Billion procurement dollars were spent. 
The exact amount by category cannot be reconciled to $3.5 Billion. 


fi Operating Services 
Mi Operating Supplies 

C1 Rentals 

Repairs & Improvement 

Es Capital Improvements 

Ei Equipment Maintenance & Repair 
Equipment Purchases 

C) Professional/Technical Services 
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STATEWIDE CONTRACTS 


As of 3/1/94 


TOTAL 
615 
$66.0M 


Professional Services 
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State of Oregon Client/Server Procurement System 


IBM AS 400 E50 Computer System $240,000 
Modems (13) 6,000 
Marketing/Training Development (VIP) 100,000 
Procurement Centers (150) 17,000 
Funding to Assist Procurement Center Implementations 25,000 
486 PC Based Workstations (15/Buyers) 30,000 
Total Expenditures $478,000 
Note: 


. Most of the access is directly from vendor locations. Procurement centers account for 


about 1% of the total access. 


. E50 Systems upgraded from E25 and currently running at 50% capacity. 


. Historical vendor information is available for access back to 1989. 


. Supports procurement purchases estimated at $465 million ($160M products/services; 


$200M agency handled purchases under $20,000; $100M in personal services. 


State of Kentucky current implementing the Oregon system (using existing AS400). 


. Trailing use of credit card purchasing for items on state contract to reduce purchase order 


issuance. Savings so far is $134,000. 
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Appendix Y 
Focus Group Ideas -- The following list represents ideas presented by the focus groups 
which were held by the COMAP task force. This listing is intended as a platform for 
future discussions and does represent recommendations for implementation. 
Need updated list of buyer assignments 
Establish an emergency hot line that is staffed 8 hours per day 
Realize that different departments have different procurement needs (supplies vs services) 
Agencies should use E-Mail to communicate 
Update PD71 more often and include information on seminar bidding 
Need a quick reference MAPS manual 


A video on procurement procedures to show to new employees 


Procedure manuals should include the why?, how come? ane who says?. Statutory 
references would be helpful. 


Need to be more consistent in use of evaluation teams ° 
Management level department personnel need training 
Each department will send a copy of its procurement manual to DPMM 


Agency is frustrated that same vendors get the contracts even though their quality never 
improves. 


Agencies need to communicate delivery and quality of product back to DPMM 
Develop an order report card to be used with each order to rate delivery, quality, etc. 
Include quality control testing and reporting 


Problem with state contracts. Item can bought at Wal-Mart cheaper, particularly with 
computers. 


At fiscal year end shift certain responsibilities to agencies temporarily. 


If authority delegated to agencies is increased, DPMM should develop better guidelines 
and training on specification writing. 


Leave the day-to-ray purchasing at the department level. DPMM should be more of a 
resource for special purchases 


A liaison assigned to each department would be a good idea 
A procedure is needed for acceptance of fax bids. 
If a department can beat the state contract by a certain percentage, let agency but it. 


Individual buyers should sped time with their counterparts in the departments and vice 
versa. 


Need some kind of agreement or coordination of effort between OA/DPMM and Dept of 
Highways and Transportation. Other agencies would like to buy off their contracts. 


MAPS needs to be less cumbersome and more user friendly 
Agency wants more information on how to fully utilize MAPS 
Need more cross training in DPMM 


Need a better way to communicate what is available on statewide contracts. Use of an 
electronic bulletin board would be nice. 


Let any agency purchase from another agency's contract. 

Agencies should have input into what is included in a statewide contract. 

If DPMM decides not to renew a statewide contract, the agency needs to know before the 
current contract expires. 

Need to clarify what is DPMM responsibility vs what is using agency responsibility. 

If bid authority is increased, leave the departments the option to utilize DPMM for bids. 


On statewide contracts need exact item numbers for ordering purposes. 


PR REMENT GL ARY 


BLANKET CONTRACT A regional contract established for convenience of agencies 
to purchase small usage level items e.g., auto repair supplies, building supplies. Usually 
priced as a % off list price. 


BUYER The procurement staff member within the Division of Purchasing and Material 
Management. 


CLIENT SERVER SYSTEM A computer system that supports the sharing of files 
(i.e., information) that resides on it. It is available to all clients of the system such as 
vendors, state agency members, buyers, etc. 


COMMODITY CONTRACT A contract issued for tangible (hard) goods. 
CONTRACT A formal term agreement between a vendor and the state. 
CONTRACT AMENDMENT A document issued to officially modify a contract. 


DISKETTE A magnetic disk used with personal computers to store computer software 
and customer data. 


ELECTRONIC BULLETIN BOARD Information that is stored electronically and | 
viewed by anyone having access to the network. It may contain announcements, 
specification modifications, schedule changes, etc. 


ELECTRONIC CATALOG A catalog of goods and services and their associated 
contract information that is stored electronically and is available to anyone who has access 
to the network. 


ELECTRONIC DATA INTERCHANGE (EDI) A means for the electronic payment, 
ordering and exchange of information by anyone having access to the network. 


ELECTRONIC MAILBOX Mail capability which allows a user of the network to 
receive and send messages to anyone else who has access to the network. 


ENHANCED FACSIMILE (FAX) SERVICE FAX capability which allows the sender 
to fax a document to one or multiple fax recipients more efficiently over a specified period 
of time with confirmation of fax received. 


IBM AS 400 Micro or Mid-range computer system used to support specific or special 
computing needs for clients or agencies. Approximately fifty AS400s are used by the 
State of Missouri. The E50 system was the specific model used by the State of Oregon to 
support their procurement activities. 


INVITATION FOR BID A request to vendors for formal submission of pricing for 
specific goods and/or services. 


MAINFRAME A computer system that has the capability to support a large number of 
users and has very large storage capacity. 


MAINTENANCE CONTRACT A contract established on a monthly, annual, or multi- 
year basis to provide on-going equipment repair support. 


MISSOURI AUTOMATED PROCUREMENT SYSTEM (MAPS) The State of 
Missouri's procurement system currently used to provide automated support. Current 
system does not provide vendor access. 


MODEM A communication device (equipment) used to enable personal computers or 
terminals to remotely communicate with more powerful computers over a regular or 
special telephone line. 


PD71 Purchasing directive which grants procurement authority to state agencies and 
delineates procedural requirements. 


PERSONAL COMPUTER (PC) A desktop or lap top device capable of storing and 
processing computation requests. 


PERSONAL COMPUTER 486 BASED WORKSTATION A specific model of 
personal computer user by buyers and other state employees in Missouri. 


PROCUREMENT CENTER Public locations (i.e., public library, chambers of 
commerce, State Government offices, etc.) within the State of Oregon where equipment 
has been provided for vendor access to the State's procurement system. 


PURCHASE ORDER (PO) A one time agreement for purchase of goods. 


REQUEST FOR PROPOSAL (RFP) A request to vendors for formal submission of 
price and performance method. Specifications are more open allowing the bidder to 
define how they will perform to meet all standards. 


REQUEST FOR QUOTATION (RFQ) A request to vendors for informal submission 
of prices (e.g., through telephone) for specific goods and/or services. 


REQUISITION A request sent to a procurement entity by a state agency identifying 
the requirements and quantity of goods and services to be purchased. 


SERVICE CONTRACT A contract issued for the acquisition of intangible services 
such as consulting, trash collection, transportation, etc. 


STATEWIDE CONTRACT A contract utilized by any state agency for purchase of 
goods and/or services. 


TOKEN RING A local area network based on a scheme that provides sharing the 
network by multiple users while not creating blockage. The scheme utilizes a "token" that 
is held by the user who must transmit information. The token is not released until the 
communication is complete and then freed for other users of the network. 


VALUE ADDED NETWORK (VAN) A public network capable of providing 
specialized service (i.e., Electronic Mail, FAX, EDI) on a more universal basis to anyone 
needing to communicate on a more transparent basis. 


VENDOR INFORMATION PROGRAM (VIP) State of Oregon's fully automated bid 
access and purchasing information system. 


WARRANT Payment issued by the State of Missouri for goods or services received. 


